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ABSTRACT
The Problem. This study was an evaluation of adminis­
trative practices in a state-wide vocational-technical curric­
ulum laboratory according to criteria formulated by the writer 
and validated by a national Jury of experts.
This study was limited to two tasks: the formulation
and validation of a list of criteria by which an evaluation 
of a 3tate-wide curriculum laboratory could be made; and 
the evaluation of the Louisiana State Vocational-Technical 
Curriculum Laboratory according to these criteria.
Method of the Study. Based on two surveys of existing 
administrative practices in the various state-wide curriculum 
laboratories, an analysis of the organization and operations 
of the Louisiana State Vocational-Technical Curriculum 
Laboratory, and a review of—the pertinent literature, a list 
of administrative practices for the operation of a state-wide 
vocational-technical curriculum laboratory was formulated 
by the writer. This list of administrative practices was 
referred to a national Jury of experts for validation. A 
weighted scale was applied to the responses of this national 
Jury to determine a list of preferred practices or evaluative 
criteria. An evaluative scale was devised for use in the
ix
ABSTRACT (continued)
evaluation of a state-wide vocational-technical curriculum 
laboratory according to these criteria. The administrative 
operations of the Louisiana State Vocational-Technical 
Curriculum Laboratory were evaluated according to this list 
of criteria. The procedure adopted by the writer involved 
listing the criterion, rating the criterion according to the 
evaluative scale devised, and justifying the rating given 
by presenting the best evidence available. The results of 
this evaluation were reported in this study.
Summary and Conclusions. Considerable interest was 
apparent in the study as evidenced by the supporting letter 
from the Office of Education and the responses from the members 
of the national Jury. Forty-seven Jurors (eighty-nine per 
cent polled) rated the statements contained in the questionnaire 
form.
The statements contained in the questionnaire form 
were agreeably received by the jurors. Fifty per cent of 
the respondents agreed with ninety-one per cent of the 
statements.
Using a weighted scale, one hundred fifty-nine of the 
statements or parts of statements of the one hundred eighty- 
seven statements or parts of statements submitted were rated 
as preferred practices by a majority of the respondents.
Only two parts of one statement were given a weighted rating 
by a majority of the respondents in the category "Disagree."
x
ABSTRACT (continued)
In the evaluation of the Louisiana State Vocational- 
Technical Curriculum Laboratory, the provisions or conditions 
described in one hundred thirty-two (eighty-three_per cent) 
of the one hundred fifty-nine criteria or parts of criteria 
were said to exist extensively or to some extent. Five of 
the criteria or parts of criteria described conditions or 
provisions which did not apply in the State of Louisiana.
Twenty-two of the criteria or parts of criteria de­
scribed conditions or provisions which were very limited, or 
did not exist but were needed. Assuming the validity of 
the evaluative criteria, these twenty-two criteria or parts 
of criteria describe provisions or conditions which indicate 
shortcomings in the present operations of the Louisiana State 
Vocational-Technical Curriculum Laboratory. The conditions 
or provisions of these twenty-two criteria or parts of 
criteria, if valid for this state, could indicate desirable 
changes and could be guidelines for future planning by the 
personnel of the curriculum laboratory.
xi
CHAPTER I
FORMULATION AND DEFINITION OF THE PROBLEM
Purpose of the Study. It seems appropriate to review 
briefly some of the reasons why it was necessary to create an 
instructional materials laboratory in Louisiana since this study 
was concerned with the evaluation of the Louisiana State 
Vocational-Technical Curriculum Laboratory. Teachers have 
been employed and certified on the basis of their work exper­
ience and craft proficiency since the early days of the trade 
and industrial education program. A high school education or 
its equivalent has generally been the educational requirement. 
Trade proficiency does not always carry with it the ability to 
organize and prepare instructional materials. Trade teachers 
found that adequate textbooks were available for academic pro­
grams but not for vocational-technical training. Often pro­
grams were unsuccessful because the experienced craftsman did 
not know what or how to teach.
Teacher educators have attempted to overcome this 
deficiency by teaching courses in such areas as:
Trade Analysis and Course Planning
Problems in Teaching Vocational-Industrial Education 
Methods of Teaching in Vocational-Industrial Education 
Practice Teaching in Vocational-Industrial Education 
Job and Operation Analysis
Principles of Vocational-Industrial Education 
Shop Management and Safety
Vocational Guidance
History of Industrial Education
Industrial Sociology*
The instructor was given a one-year Trade certificate 
when employed. "For additional renewal of this certificate, 
at least three semester hours in professional vocational- 
industrial education must be earned each year until a minimum 
of fifteen hours has been completed."2 At his minimum rate 
of one course each year, a great deal of time could elapse 
before the instructor was prepared adequately to organize and 
develop his Instructional materials. Not all of the instruc­
tors had the ability even with professional course training 
to prepare adequate Instructional materials.
There was an— immediate need for materials when the new 
instructor began work and a continuing need during the years 
he was attending school earning professional credits. Both 
teacher educators and trade and Industrial supervisors worked 
with Instructors to help them develop materials to meet their 
Immediate needs. Usually instructors would start at the begin­
ning of a course, often duplicating work already done, frequently 
failing to prepare materials as soon as needed, and seldom com­
pleting their work satisfactorily during their first year on 
the job. If the material was finally completed over a period
*Louisiana Standards For State Certification of School 
Personnel, Bulletin Number 745" (Baton Rouge: State^Department 
of Education of Louisiana, 1952), p. 23.
2Ibid.
3of several years, It often was not revised for the length of 
time the Instructor taught. There was considerable variance 
In the quality of the Instructional program and In the content 
of similarly designated courses.
Early attempts to remedy this situation led to workshops 
and to summer conferences. These were helpful but did not pro­
vide an adequate solution because of insufficient time and a 
lack of facilities to reproduce and distribute materials 
efficiently.
The Curriculum Laboratory was established to meet more 
adequately this long-felt need. The contention that instruc­
tional materials must be locally developed to meet local needs 
has been overcome and general acceptance of a state-wide curric­
ulum development program has been achieved. The Curriculum 
Laboratory has developed instructional materials for state-wide 
programs. The Curriculum Laboratory has maintained a continuing 
program of revising and improving instructional materials to 
provide each student with the benefits of new techniques, knowl­
edge of modern methods and materials, and properly developed 
manipulative skills necessary for his vocation.
During the fiscal year 1959-1960, the twenty-seven state- 
operated trade and vocational-technical schools reported a 
total enrollment of 31,215 students.^ Training was furnished
^State-operated Trade and Vocational-Technical Schools 
Annual Report, *959-l9b5. bulletin Number 93b (BatonRouge:
State Department or Education of Louisiana, i960), p. 3^.
4in the areas of trades and Industries, business training,
trade extension training, apprentice training, practical
nurse training, and supervisory training. The Louisiana
State Vocational-Technical Curriculum Laboratory furnishes
instructional materials to students in the twenty-seven
state-operated trade and vocational-technical schools and
to Delgado Trades and Technical Institute in New Orleans.
In 1962, Instructional materials were provided In fifty-
II
seven areas of training.
Louisiana's State Superintendent of Public Education 
made this statement recently:
There are twenty-seven state-operated trade and 
vocational-technical schools (of which seventeen have 
been established since 1947-1948), offering training 
In the various trades represented in Louisiana. Many 
industrial shops are in operation in the high schools. 
Practical-nurse training was added in 1948-1949. 
Louisiana has the best trade and Industrial program 
in the country, and the State curriculum laboratory, 
established in 1948 to enhapce trade training, has 
been recognized nationally.5
The scope of operations of the Curriculum Laboratory 
has steadily expanded during the past fifteen years. The 
Curriculum Laboratory has grown from a one-person, one-room
^Catalog (Natchitoches: The Louisiana State Vocational- 
Technical Curriculum Laboratory, 1962), pp. iii-iv.
^Shelby M. Jackson, "Public Education in Louisiana 
Today,1 as reported In Bureau of Educational Materials and 
Research, College of Education, Louisiana State University, 
Public Education in Louisiana, Yesterday, Today, Tomorrow, 
Proceedings of the Centennial Symposium, Louisiana State 
University (Baton Rouge: Louisiana State University! 1$60),
p. 33-
operation to a modern plant of 3*500 square feet, equipped at 
a value in excess of $50,000, with supplies and inventories 
valued in excess of $50,000, ten full-time employees, and 
approximately twenty curriculum specialists employed each year 
on a contractual basis.
During this period, various operations, activities and 
projects have been conducted by the Laboratory. An organiza­
tional structure and various administrative procedures have 
evolved. During this period, no formal evaluation of the 
Curriculum Laboratory has been made.
Statement of the Problem. This study was an evaluation 
of administrative practices in a state-wide vocational- 
technical curriculum laboratory according to criteria formulated 
by the writer and validated by a national Jury of experts.
Delimitation of the Problem. This study was limited to 
two tasks: the formulation and validation of a list of criteria 
by which an evaluation of a state-wide curriculum laboratory 
could be made; and the evaluation of the Louisiana State 
Vocational-Technical Curriculum Laboratory according to these 
criteria.
Importance of the Study. Evaluation of practices and 
results of particular activities can enhance efficiency and 
bring improved results. An evaluation of administrative 
practices in the operation of the Curriculum Laboratory might 
reveal shortcomings in present operations, indicate desirable 
changes, and provide guidelines for the future.
6Since there are no accepted administrative criteria
for operating state-wide curriculum laboratories, such data,
if available, could be helpful to existing laboratories, and
particularly helpful to those states planning to organize and
equip similar instructional materials laboratories.
A recent letter from the Office of Education states:
The providing of adequate instructional materials in 
trade and industrial education continues to be a very 
challenging problem. This is especially true in terms 
of a changing occupational complex. While commercial 
publishers are doing a great Job, it is not expected 
that they will ever be able to totally meet the needs 
in our field.
State curriculum laboratories are presently making a 
great contribution toward adequate curriculum materials. 
However, the evaluation of present practices in light of 
the magnitude of the Job ahead is essential. Successful 
practices need to be identified carefully in order that 
present laboratory activities may be established based on 
a knowledge of the most effective and efficient practices.
It is expected that present State laboratories may be 
called upon to extend the scope of their operations in 
order to serve the need3 of a broader range of training 
programs. There is also need for extending their services 
over a larger geographic area. Some laboratories should 
undoubtedly be serving a number of adjacent States and 
should make a greater contribution to the total program 
of curriculum materials development across the nation.
In light of the tremendous Job ahead in providing 
adequate curriculum materials, your study can be 
extremely significant.6
Definition of Terms. Various terms were used throughout
this report. In order to have mutual understanding between the
^Letter from Dr. Merle E. Strong, Specialist, Teacher 
Training and Service Studies, Trade and Industrial Education 
Branch, Office of Education, Department of Health, Education, 
and Welfare, Washington, D. C., dated November 23, 1962.
7writer and reader, the definitions, which follow, are applicable 
throughout this study.
State program of instructional materials development. "An 
organized program, state-wide in nature, which receives finan­
cial assistance and some direction from the state department 
of education (whether it be a direct supervisory relationship 
or a strong cooperative relationship.)"^
Curriculum (instructional materials) laboratory. "An estab­
lished organization with staff, facilities and material for the 
study, planning and construction of curricular materials."® 
Curriculum (instructional materials) development. "The 
preparation of any materials used for instruction or on which 
instruction may be based. Such materials would Include occu­
pational analyses, course outlines, courses of study, instructor's 
manuals, learner's manuals, visual aids, etc."9
Criterion. A criterion is "a standard, norm, or Judgment 
selected as a basis for quantitative and qualitative comparisons."^
^Merle Edward Strong, "An Investigation of Trade and 
Industrial Education Curriculum Materials Development and 
Curriculum Laboratories in the United States" (unpublished 
doctor's dissertation, The Ohio State University, 1958), p. 15.
g
John Gideon Church, "The Development of Criteria For 
Evaluating Curriculum Laboratories in Teacher Education 
Institutions" (unpublished doctor's dissertation, University 
of Utah, 1957)> P- 10.
9
Strong, loc. clt.
10Carter V. Good, Dictionary of Education (New York: 
McGraw-Hill Book Company"J Inc., 19^57* P • 110.
Questionnaire form. This refers to the physical instru­
ment by which the evaluative criteria were presented to a 
national Jury for validation.
Method of the Study. Based on two surveys of existing 
administrative practices in the various state-wide curriculum 
laboratories, a review of the pertinent literature, and an 
analysis of the organization and operations of the Louisiana 
State Vocational-Technical Curriculum Laboratory, a list of 
administrative practices for the operation of a state-wide 
vocational-technical curriculum laboratory was formulated by 
the writer. This list of administrative practices was referred 
to a national Jury of experts for validation. A weighted scale 
was applied to the responses of this national Jury to determine 
a list of preferred practices or evaluative criteria. The ad­
ministrative operations of the Louisiana State Vocational- 
Technical Curriculum Laboratory were evaluated according to 
thi3 list of criteria. The results of this evaluation are 
reported in this study.
Survey of Related Literature. The writer found three 
prior studies pertinent to this problem. In 1950* as a research 
problem at Cornell University, Hampton^ surveyed the practices 
and procedures found in instructional materials development 
programs operated by the several states. Information was
^Thomas Hampton, "Current Techniques and Procedures 
In the Development of Instructional Materials" (unpublished 
research paper, New York State School of Industrial and 
Labor Relations, Cornell University, 1950), pp. 1-16,
9obtained from state education departments and institutions con­
cerned with the problem. The status of nineteen laboratories 
in eighteen states was reported. The survey covered such areas 
as: supervision of the program; programs, types of materials, 
and occupational fields of concern; financing; sources of writ­
ing personnel; co-operating agencies; formats; evaluation of 
the instructional materials developed; reproduction and 
distribution of material; and laboratory facilities.
Hampton concluded that a great deal of interest in the 
problem of materials development was evident in all the states 
contacted. Several states recognized the necessity of good 
instructional materials and were attempting to meet their own 
needs. Very little co-ordination on a national scale was 
evident. "There was needless duplication of effort in many 
of the fields. Regional conferences could be held, with the 
responsibility for material development being allocated to the 
varipus states in the region."^ -2 In many of the occupational 
fields, standardization of format might be accomplished on a 
national level. "This would encourage exchange of materials 
and would partially eliminate duplication of effort."^
Strong,1^ in 1958 at Ohio State, studied the need for 
a national plan of co-operation and co-ordination for trade and
^Hampton, _op. cit., p. 14.
13Ibld.
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Strong, oj). cit., pp. vi-228.
industrial education curriculum development. Strong secured 
information on the organization and operation of presently 
established curriculum laboratories primarily through question­
naires to trade and industrial education state supervisors and 
curriculum materials specialists in the various states. Strong 
obtained information on the purposes and objectives of curric­
ulum laboratories; the administrative organization; the kinds 
of materials made available; the methods of development of the 
Instructional materials; non-professional personnel utilized; 
methods of composition, reproduction, and distribution of 
materials; financial aspects; physical plants; and the 
promotion of use of materials.
Strong concluded that the development of sound curricu­
lum materials for trade and industrial education continues to 
be an area of great need. Only nine states had a person with 
a major responsibility in this area and these states produce 
most of the materials. Strong stated that more instructional
materials could be developed for the same expenditure of funds
1*5through a national plan for co-operation and co-ordination. J
The status surveys of the state curriculum laboratories 
by Hampton and Strong provided helpful data to the writer for 
use In formulating the list of criteria for the present study.
15Research in Industrial Education--Summaries of Studies, 
1956-1959, U. 5. ^ Department of Health, Education, and-Welfare, 
Vocational Division Bulletin 293* T & I Series No. 72 (Washington 
Government Printing Office, 1961), p. 31*
11
In a doctoral dissertation at the University of Utah In 
1957* Church1^ developed a list of criteria for evaluating 
curriculum laboratories In teacher education Institutions. The 
study was focused upon developing evaluative criteria for appli­
cation to the organization and administrative aspects of curric­
ulum laboratories concentrating upon those things actually under 
the Jurisdiction of the curriculum laboratory. The major emphasis 
In so far as curriculum laboratory services were concerned was 
upon those services extended to persons with formal campus 
connections, such as faculty members and persons enrolled in 
classes, In teacher education institutions. In Church's survey 
of related literature, available sources were checked, Including 
the Evaluation Schedule of the American Association of Colleges 
for Teacher Education, and no statements of criteria for self- 
evaluation of a curriculum laboratory per se were revealed.
The Evaluation Schedule limited evaluation to only those parts 
which were provided by the library. Church concluded that his 
list of criteria was applicable to the self-evaluation of 
curriculum laboratories in teacher education Institutions.
The organization of the list of criteria and the format 
used In Church1s study provided guidelines in organizing and 
selecting the format for the questionnaire form used in the 
present study.
^Church, 0£. cit,, pp. viii - 143.
A diligent investigation was made of the literature in 
the field in an attempt to find other studies which would be 
of value. No additional studies which had implications for
this research were found in a review of the publications
T 7 1 ft
Research in Industrial Education, ' Dissertation Abstracts,
and The Education Index. ^  While several articles appeared to
be applicable, upon examination, none of these were found to
be pertinent to this study. This lack of research was further
emphasized in the letter from the Office of Education to which
reference was made in the section "Importance of the Study."
Summary and Preview of Following Chapters. This study 
is an evaluation of administrative practices in a state-wide 
vocational-technical curriculum laboratory according to criteria 
formulated by the writer and validated by a national jury of 
experts. Evaluation of practices and results of particular 
activities can enhance efficiency and bring improved results.
An evaluation of administrative practices in the operation of
^Research in Industrial Education— Summaries of Studies, 
1930-1955/ tT. S. Department of Health, Education, and^Well^are, 
Vocational Division Bulletin 293. T & I Series No. 65 (Washington 
Government Printing Office, 1957)*
Research in Industrial Education— Summaries of Studies, 
1956-1959* S. department of ilealth, Education, and“Welflare, 
Vocational Division Bulletin 293* T & I Series No. 72 (Washington 
Government Printing Office, 1961).
1Q
Dissertation Abstracts (Ann Arbor, Michigan: University 
Microfilms, 1959-19^1)•
19The Education Index (New York: The H. W, Wilson Company, 
1959-19611:
13
a curriculum laboratory could reveal shortcomings In present 
operations, indicate desirable changes, and provide guidelines 
for future planning. Since there are no accepted administra­
tive criteria for operating state-wide curriculum laboratories, 
such data, if available, could be helpful to existing labora­
tories, and particularly helpful to those states planning to 
organize and equip similar instructional materials laboratories.
Chapter II traces the development of a validated list 
of administrative criteria by which an evaluation of a state­
wide vocational-technical curriculum laboratory can be made.
Chapter III reports the evaluation of a state-wide 
laboratory, the Louisiana State Vocational-Technical Curriculum 
Laboratory, according to these validated criteria.
Chapter IV includes a summary of the findings, conclusions 
and implications of this study.
CHAPTER II 
VALIDATING THE CRITERIA
Formulating the Questionnaire Form. Based on two surveys 
of existing administrative practices In the various state-wide 
curriculum laboratories, a review of the pertinent literature 
and an analysis of the organization and operations of the 
Louisiana State Vocational-Technical Curriculum Laboratory, 
a list of administrative practices for the operation of a 
state-wide vocational-technical curriculum laboratory was 
formulated. This li3t was comprised of forty-six statements 
with some statements having several parts. A total of one 
hundred eighty-seven items were included in the questionnaire 
form.
The questionnaire form was divided into seven sections 
which include: General Objectives; External Organization; 
Internal Organization; Financing; Physical Plant and Equipment; 
Instructional Materials and Formats; and Evaluation.
A national jury was selected using the current state 
liaison persons for trade and industrial education curriculum 
material Information and members of the National Professional 
Curriculum Materials Committee. A current listing of these
14
15
peraons was obtained from the Office of Education.1 Fifty- 
three Jurors were forwarded copies of the questionnaire form 
on November 19» 1962.2 Jurors were requested to rate each 
statement according to these categories: Strongly Agree;
Agree; Uncertain; Disagree; and Strongly Disagree.
A follow-up letter was forwarded to those Jurors who 
had not responded to the questionnaire form by December 18, 
1962.3 By January 16, 1963# forty-seven questionnaire forms, 
eighty-nine per cent, had been returned.^
Validating the Criteria. There was considerable 
agreement by the Jurors with the statements on the question­
naire form. In Table I, by combining the ratings "Strongly
TABLE I
AGREEMENT WITH CRITERIA BY RESPONDENTS
Per cent in 
Agreement
Number of 
Responses
Per cent of 
Responses
Cumulative 
Per cent
90#
80*
60#
50*
less than 
5 0 %
84
43
17
10
17
16
45*
23*
9*
s g
s s
91*
9#
Totals 187 100#
Letter from Dr. Merle E. Strong, Specialist, Teacher 
Training and Service Studies, Trade and Industrial Education 
Branch, Office of Education, Department of Health, Education, 
and Welfare, Washington, D. C., dated November 5 * 1962.
2Appendix A, Cover letter dated November 19* 1962.
^Appendix B, Follow-up letter dated December 18, 1962.
4
Appendix C, List of Respondents.
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Agree" and "Agree" to the one hundred eighty-seven possible 
responses, the percentages of agreement may be shown. Only 
sixteen responses, nine per cent, were not agreed to by at 
least one-half of the respondents.
Table II lists the frequency distribution of the 
responses and the per cent of the total response according to 
the categories of Strongly Agree, Agree, Uncertain, Disagree, 
Strongly Disagree, and No Opinion Indicated. A cursory
TABLE II
DISTRIBUTION OF RESPONSES TO CRITERIA BY CATEGORY 
Category
Strongly Agree 
Agree 
Uncertain 
Disagree
Strongly Disagree 
No Opinion Indicated
Totals
examination of Table II reveals the data were not normally 
distributed. No basis was found for expecting normal dis­
tribution in this type of research and It was felt that the 
distribution of the ratings does not refute the validity 
of the criteria.
Table III reports the ratings received from the Jurors. 
The ratings received In response to the questionnaire form 
were tabulated In the appropriate column beside each state­
ment or parts of statements. A "No Opinion Indicated" column 
was added as all Items were not rated by all respondents.
Number of Per cent of
Responses Total Responses
3176
%
10#
566
%
3.37
318
2#
¥
8789 100#
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TABLE III
VALIDATED EVALUATIVE CRITERIA
The ratings of the respondents are tabulated
In the appropriate column following each
statement or parts of statements.
/ N o  Opinion Indicated 
/  Strongly Disagree!
/  Disagree)
/  Uncertain!
Agree
Strongly Agree'
1.
I. QENERAL OBJECTIVES
A state-wide curriculum laboratory should provide 
instructional materials for:
a. apprenticeship programs......................
day trade preparatory programs...............
distributive education programs.............
diversified occupations programs............
foreman or supervisory training programs. . .
public service training programs............
trade extension training programs...........
technician training programs. . ............
technical Institute programs.................
other: ...............
b.
c.
d.
e.
f.
g.
h. 
1. 
J.
2 .
3.
4.
5.
A state-wide curriculum laboratory should develop 
teaching aids, I.e., film strips, slides, charts, 
flannel board cards, etc., for one or more of the 
above programs.....................
A state-wide curriculum laboratory should act as 
service agency to any occupation In the state that 
requests assistance In preparing Instructional 
materials for the training program of a particular 
craft...............................................
A state-wide curriculum laboratory should develop 
and keep up-to-date instructional materials 
formats for use throughout the state. . . . . . . .
A state-wide curriculum laboratory should maintain 
a library of vocational-technical books for major 
skilled occupations................................
(3
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19
11
12
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19
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14
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II. EXTERNAL ORGANIZATION
The state board of education should accept and 
support a state-wide curriculum laboratory as an 
Integral part of the trade and industrial education 
program............................................. 31 13
18
TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
The ratings of the respondents are tabulated 
In the appropriate column following each 
statement or parts of statements.
/ H o  Opinion Indicated
Strongly Disagree!
________ Cheer
/  Agree
^/Strongly Agree]
;t  
rtaln
8.
9.
10.
11.
The state superintendent of eduoatlon should under­
stand, accept and support a state-wide curriculum 
laboratory as an Integral part of the trade and 
industrial education program.......................
The program of a state-wide curriculum laboratory 
should be supervised by:
a. the state department of education.............
b. the teacher training Institutions of the state.
c. the state department of education and the 
teacher training Institutions of the state. . .
A state-wide curriculum laboratory should bet
a. a separate state agency with the laboratory 
director the head of this budget unit.........
b. a part of the state department of eduoatlon 
with the laboratory director an employee of 
the state department...........................
c. a part of a teacher training Institution with 
the director an eaiployee of that Institution. .
d. a part of an area vocational school with the 
laboratory director an employee of that school.
Selection of occupational fields in which instruc­
tional materials need to be developed should be 
made by:
a. the state department of education..............
b. professional educators from the teacher 
training institutions........................ ..
c. local administrators and supervisors..........
d. local Instructors..............................
e. representative advisory conralttees made
up of management, labor, and educators........
Representatives from the state department of 
eduoatlon and teacher training Institutions in 
working with a state-wide curriculum laboratory 
should:
a. co-ordinate the activities of groups working 
common oourse. ...............................
b. co-ordinate all courses of study work as to 
general pattern and form.......................
c. consult with committees, local supervisors 
end Instructors in the preparation of 
Instructional materials........................
90
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TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
The ratings of the respondents are tabulated
in the appropriate column following each
No Opinion Indlcat.-d 
Strongly Disagree 
Disagree!aagree 
Uncertain 
Agree
statement or parts of statements. y Strongly Agree
12.
d.
e.
f. 
S.
13.
15.
assist in supplying texts, references, aids,
instructional materials, etc.....................
take the lead in contacting state departments 
of education and teacher training institutions 
of other states to secure Information and
materials........................................
serve as a clearing-house for exchange of ideas
and materials....................................
arrange meetings, workshops, special conferences, 
etc., on a state-wide basis to work on courses of 
study or to take up special problems............
Local supervisors and directors of trade and indus­
trial education programs working with a state-wide 
curriculum laboratory should:
a. serve as co-ordinator and chairman for committees 
if required........... ...........................
b. assist in supplying references, texts, sources, 
materials, etc...................................
c. assist in the preparation of Instructional 
materials........... .............................
Oroups of instructors working with a state-wide 
curriculum laboratory should:
a. make trade analyses..............................
b. make general topical outlines....................
c. make lists of activities or type Jobs...........
d. delegate divisions of course to be further 
developed by individuals.........................
e. approve and/or edit work of Individuals for 
content...........................................
A state-wide curriculum laboratory should use a 
general advisory committee in determining broad 
policies and objectives for the development of 
trade and Industrial Instructional materials........
A state-wide curriculum laboratory should utilize 
the services of outside agencies, I.e., technical 
advisors, contract shops, equipment dealers, indus­
trial concerns, trade associations, manufacturers, 
and publishers in the development of instructional 
materials.............................................
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TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
Th; ratings of the respondents are tabulated
In the appropriate column following each
.statement or partH of statements.
Wo Opinion Indicated
Strongly Disagree!
Dhcer
Tgree
tre e
Strongly Agree
16.
17.
A state-wide curriculum laboratory should utilize 
a combination of educators, labor, and management 
on Its state craft advisory committees..........
18.
A state-wide curriculum laboratory should use a 
craft or occupational advisory committee In deter­
mining objectives and in planning details of the 
Instructional materials for a specific craft or 
occupation..........................................
Craft committees or apprentice committees working 
with a state-wide curriculum laboratory should: 
a. be recognized as the authority on the content.
make trade analyses............................
make general topical outlines of instruction
to be given............. ......................
recommend additions to or deletions of content 
and recommend revisions of courses of study, 
serve as consultants to writers and approve
b.
c.
writer's finished work.
f. make final approval on the course of study.
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III. INTERNAL ORGANIZATION
19. Leadership for instructional materials development 
programs should be provided by a full-time profes­
sional staff member whose major responsibility is 
instructional materials development...............
20. The curriculum laboratory director, that is, the 
person most directly responsible for the curriculum 
laboratory, should:
a. devote the major part of his professional time 
to the work of the laboratory..................
b. provide a method for any and all teachers to 
present suggestions and recommendations. . . .
e. provide opportunity for groups In an occupa­
tional area throughout the system to plan 
together for improvement of Instructional
materials......................................
d, provide direction in solving Instructional
material problems in the various areas........
ss
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TAELE III (continued)
VALIDATED EVALUATIVE CRITERIA
The ratings of the respondents are tabulated
In the appropriate column following each
statement or parts of statements.
No Opinion Indicated 
Strongly Disagree! 
Disagree
21.
Strongly Agree
Uhcertaln 
Agree
e. be available for conferences with individual 
teachers, In their schools or shops, concerning 
Instructional materials........................
f. assist teachers In finding new and better 
Instructional materials........................
g. take suggestions and ideas from one group to 
another about instructional materials.........
h. work with school directors at all times on 
problems of co-ordination of materials. . . .
1. work harmoniously with all the administrative 
and teaching personnel to foster co-operation 
throughout the system.......................   .
The director 
should:
of a state-wide curriculum laboratory
a.
b.
d.
g<
J.
k.
1.
provide the program with direction............
co-ordinate the activities of groups developing
Instructional materials........................
co-ordinate all course of study work as to
progress, duplication, and format.............
consult with committees, local supervisors, and 
Instructors In the preparation of materials, 
assist In supplying texts, references, aids,
materials, etc................... .............
take the lead In contacting state liaison persons 
In other states to secure Information and
materials............. ........................
give technical assistance In the preparation of
Instructional materials........................
take responsibility for typing, Illustrating, 
editing, and furnishing proof copies of the
materials written. . .........................
take responsibility for duplication or printing 
and distribution of materials written to those
needing or requesting them.....................
arrange meetings, workshops, special conferences 
etc„ on a state basis to work on courses of
study...........................................
evaluate Instructional materials used in the
Instructional programs........ ................
plan for growth and development................
22. A state-wide curriculum laboratory should employ a 
full time staff....................................
17
to
IT
IS
f4
38
ts
11
ts
13
13
tl
IS
IS
tl
IT
11
ft
ts
tt
ts
t3
to
11
IS
1L
IS
87
tt
tt
tt
to
to
tt
IT
11
22
TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
The* ratings of the respondents are tabulated 
in the appropriate column following each 
statement or partB of statements.
ndlcated
Stroi
23.
24.
tfl igly Dlsagreej 
Disagree) 
certainChe
*lPMStrongly Agree
The personnel of these laboratory staffs should 
Include:
a. supervisors or directors...................
b. secretaries................................
c. editors....................................
d. Instructional material specialists in the 
laboratory.................................
e. draftsmen..................................
f. photographers............. ................
g. duplicating machine operators.............
h. conssercial artists and/or illustrators. . .
l. stock and shipping clerks..................
J. maintenance repairmen......................
k. custodial workers..........................
1. other: ........................
A state-wide curriculum laboratory should have 
Instructional materials written:
a. through the workshop or committee approach. . .
b. by using regular personnel of the vocational
schools as a source of writing personnel. . . .
c. by using outstanding Journeymen from the trades 
as instructional material specialists in the
laboratory.....................................
by using regular personnel of the state depart­
ment of education and/or teacher training
Institutions...................................
by using contract writers, selected from avail­
able sources, with whom contracts are made at a
stipulated fee for preparing manuscripts. . . .
d.
e.
25.
a.
b.
d.
e.
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A comprehensive program of personnel administration 
for staff employees should:
provide assistance to all employees in organizing
and co-ordinating their work.....................
define responsibilities so that all staff members 
will understand their duties and
Interrelationships...............................
maintain a complete classification of staff 
positions, Indicating the duties and qualifi­
cations for each class of position..............
provide salary schedules adopted by the governing
board for each staff position....................
place employees on permanent tenure as regular 
full-time employees, after a successful 
probationary period..............................
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TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
The ratings of the respondents are tabulated
In the appropriate column following each 
statement or parts of statements.
/  Wo Opinion Indicated
/  Strongly Disagree!
Z J 2
Uhcer
Agree
jfisree
;aln
31.
Strongly Agree1
f.
e-
h.
1.
J.
encourage employees to achieve maximum self­
development by merited promotion and In-service
training........................................
provide a sick-leave plan for all employees, 
provide vacations with pay for all employees. . 
provide a retirement system for all employees, 
maintain complete and accurate employment 
records for each member of the staff..........
26.
27.
20.
29.
30.
IV. FINANCING
A state-wide curriculum laboratory should be 
provided adequate funds equitably budgeted to 
carry out Its Instructional materials development 
program...........................................
The specific organization of which the laboratory 
Is a part should assume the responsibility of 
adequately financing the curriculum laboratory by 
making annual budgetary allotments..............
A state-wide curriculum laboratory should be 
financed through combinations of local, state, 
and federal funds............................
The director of a state-wide curriculum laboratory 
should construct a detailed budget.................
A state-wide curriculum laboratory budget should 
provide allocations for:
a. personal services..............................
contractual services...........................
travel expenses. . . . .  .....................
materials and supplies.........................
equipment purchases............................
major repairs..................................
other: ... .....................
b.
c.
d.
e.
f.
g.
The final decisions to make expenditures within the 
approved budget should rest with the laboratory 
director............................................
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TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
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The ratings of the respondents are tabulated
In the appropriate column following each
statement or parts of statements.
32
Wo Opinion Indicated 
Strongly Disagree] 
Dlsagreeiisagr e 
Uncertain
33.
34.
35-
36.
Agree
"Strongly Agree1
Budgeted allotments should be available to the 
director throughout the year...................
V. PHYSICAL PLANT AND EQUIPMENT
The physical plant of a state-wide curriculum 
laboratory should be:
a. provided permanent housing centrally located 
In relation to correlated offices. . . . 
arranged so that a minimum staff Is needed 
of sufficient size to provide good working
conditions........ ......................
planned for year-round air conditioning, 
equipped with floor covering of approved
material.................................
adequately lighted.......................
accoustlcally treated to permit good working 
conditions.................................
b.
c.
d.
e.
f.
g.
b.
c.
d.
e.
f.
The physical plant of a state-wide curriculum 
laboratory should contain:
a. a conference room................................
an office for staff members......................
a workshop for use of staff actually engaged
In constructing learning materials..............
a preview room for teaching aids................
a library facility for books, manufacturing 
publications, trade Journals, and Instructional
materials from other states......................
a workroom for typing, printing, and other types
of reproduction. . .............................
a workroom for binding and packaging............
storage space providing protection from dust
and climatic change..............................
provisions for possible expansion...............
to
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The curriculum laboratory staff should participate 
In planning any changes In or additions to the 
physical plant and equipment of the laboratory. . . .
A state-wide curriculum laboratory should:
a. be equipped for composition of instructional 
materials.........................................
b. be equipped to provide art work and Illustrations 
for Instructional materials......................
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TABLE III(continued)
VALIDATED EVALUATIVE CRITERIA
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The ratings of the respondents are tabulated
In the appropriate column following each
statement or parts of statements.
Mo Opinion Indicated
Strongly Disagree1
Strongly Agree
L P
M
Dis a g re e  
Cheer
c. be equipped to reproduce instructional 
materials.........................................
d. utilize commercial printers for reproduction
of instructional materials.......................
e. use the printing facilities of area vocational 
schools and/or university print shops...........
f. reproduoe materials by more than one method,
I.e., own printing facilities and outside or 
oonnerelal printers...............................
g. be equipped to collate or assemble instructional
materials.........................................
h. be equipped to bind Instructional materials. . .
1. be equipped to store Instructional materials. . .
J. be equipped to distribute instructional
materials.........................................
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VI. INSTRUCTIONAL MATERIALS AND FORMATS
37.
38.
The personnel of a state-wide curriculum laboratory 
should develop student materials which Include: 
a. Job Instruction manuals and/or sheets. . . . .
operation manuals and/or sheets................
Information manuals and/or sheets..............
study assignment manuals and/or sheets........
experiment manuals and/or sheets...............
tests, part of Instruction sheets and/or
separate........................................
other:......................_ _ ...............
b.
c.
d.
e.
f.
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The personnel of a state-wide curriculum laboratory 
should develop materials for instructors and 
supervisors which include:
a. bibliographies....................................
b. administrative and curriculum bulletins.........
0 . course outlines...................................
d. lesson plans......................................
e. manuals and handbooks ............................
f. progress charts...................................
g. trade and Job analyses. .......................
h. teaching aids.....................................
1. trade tests and final examinations...............
J. tests for selection of students and apprentices..
k. study guides for teacher trainers................
1. other:..........  ..............................
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TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
The ratings of the respondents are tabulated 
in the appropriate column following each 
statement or parts of statements, X  Strongly Agree
X  Ho Opinion Indicated 
/  rStrongly Disagree P»»*gree
uncertain
39-
uo.
41,
42.
The personnel of a state-wide curriculum laboratory 
in developing a course of study shouldi
a. establish the alms of the course................
b. analyze the occupation or course area for 
teaching content.................................
c. select the units from the analysis best suited 
to attain the objectives of the course..........
d. arrange the subject matter for teaching into 
manipulative skills and related Information. . .
e. select typioal projects, Jobs, and activities 
which Involve the basic operations and provide 
for the teaching of essential topics of 
related information..............................
f. develop written instruction sheets to 
supplement Instruction...........................
g. select teaching aids, devices, and methods. . .
h. select textbooks and references for use with
the course.......................................
1. determine and develop evaluative devices. . . .
k. plan the final format, write and assemble
the course.......................................
1. try out the course In tentative form prior to 
publication and revise the course as It Is
being used.......................................
m. keep the course up to date......................
Instructional materials developed In a state-wide 
curriculum laboratory Intended for use on a state­
wide basis should follow a standardized format with 
all Instructional material of a given type following 
a single pattern.....................................
Agreement on Inter-state standardization of formats 
should be the goal of a state-wide curriculum 
laboratory............................................
A state-wide curriculum laboratory should:
a. copyright all its Instructional materials. . . .
b. distribute Instructional materials without 
charge within the state..........................
c. sell instructional materials within the state. .
d. sell Instructional materials out of the state. .
e. sell Instructional materials at a price baaed
on the cost of development, composition, 
reproduction, and distribution..................
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TABLE III (continued)
VALIDATED EVALUATIVE CRITERIA
The ratings of the respondents are tabulated 
In the appropriate column following each 
statement or parts cf statements.
/ N o  Opinion Indicated
Strongly Plaagreej
Utaoer
Strongly Agree
f. sell Instructional material at a price baaed
on actual costs plus a fair profit..............
g. make arrangements with commercial publishers for 
the publication and sale of instructional 
materials developed by the laboratory. . . . . .
43.
45.
46.
To promote the use of Its instructional materials,
a state-wide curriculum laboratory should:
a. publish a catalog of its Instructional materials.
b. use direct mailings of catalogs and other 
promotional material.............................
c. contribute magazine articles In the professional 
and trade Journals............................. ..
d. conduct Instructional materials workshops for 
trade and Industrial personnel. . . . .  ........
VII. EVALUATION
Tha curriculum laboratory director and other 
employees should conduct a continuing appraisal 
of the quality of services being rendered.........
Evaluative appraisal3 should be based on records, 
inspections, personal conferences, and co-operative 
evaluation of performance and relationships. . . .
In the evaluation of Instructional materials, a 
state-wide curriculum laboratory should:
a. utilize members of advisory committees. . . . .
b. utilize state supervisors and state teacher 
trainers.......................................
c. utilize the director and instructional staff 
of the local programs....................
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Many comments were received from the respondents referring 
to specific words or phrases within the questionnaire form. These 
comments, representing individual views, did not represent a 
majority of the respondents and did not bring about changes
28
in the list of statements. Some general comments were made
and excerpts from these are listed below:
I am returning your questionnaire only partially completed. 
I have spent over an hour trying to figure out answers and 
actually only got about half through and have given up be­
cause I feel that in at least fifty per cent of the cases 
I would have to answer that I agree and disagree at the 
same time with the question.
... We do believe in a state material curriculum laboratory 
that coordinates the preparation of instructional material 
throughout the state, but the organizational structure will 
have to be peculiar to the particular state.
...Perhaps what I am trying to say is that this whole area 
of instructional curriculum materials will not lend itself 
to a regimented pattern, but rather must be patterned on a 
custom tailored basis to fit the peculiarities of the 
individual state.5
I had a feeling that perhaps not sufficient attention was 
given to interstate cooperation. Perhaps if the members of 
the National Professional Curriculum Materials Committee 
could select certain curriculum materials for committee ap­
proval, that these materials could then be duplicated in a 
more or less central curriculum laboratory and that the ef­
forts of the individual state curriculum laboratories might 
not be so extensive.®
I hope this questionnaire may help to facilitate a further 
development of the curriculum materials laboratories. Cer­
tainly they are one of the most valuable functions we have 
in our area of training....It is only through the efforts 
and productions of other laboratories that we are able to 
have any semblance of adequate instructional materials for 
our programs. Certainly if a laboratory could be set up 
according to the most desirable features of the question­
naire, it would be a most interesting and worthwhile 
endeavor.•
^Letter from James R. D. Eddy, dated December 19, 1962. 
^Letter from Frank E. Howard, dated December 5* 1962. 
^Letter from R. M. Tomlinson, dated December 28, 1962.
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Developing a  List of Preferred Criteria. The purpose 
of the questionnaire form was to provide a basis for a list 
of preferred criteria for the evaluation of a state-wide 
vocational-technical curriculum laboratory. A national Jury 
rated the statements on the questionnaire form according to 
these categories: Strongly Agree, Agree, Uncertain, Disagree, 
and Strongly Disagree. These five categories were selected 
rather than Agree, Uncertain, and Disagree in an attempt to^ 
reflect the intensity of agreement or disagreement. The re­
sponses received were weighted as follows: Strongly Agree— 5;
Agree— 4; Uncertain--3; Dlsagree--2; and Strongly Disagree— 1.
The frequency of the response was multiplied by the numerical 
weighting of the category and the arithmetic mean was deter­
mined for each of the one hundred eighty-seven possible responses. 
An example will illustrate this method:
1. A state-wide curriculum laboratory should provide 
instructional materials for:
a. apprenticeship programs.......................
Strongly Agree: 23 responses X 5 = 115
Agree : . 11 responses X 4 = 44
Uncertain : 4 responses X 3 = 12
Disagree : 0 responses X 2 = 0
Strongly Disagree : _1 responses X 1 = __1^
Totals 39 172
The weighted total 172 divided by the number of responses, 39, 
yields a mean of 4.4l. Eight members of the Jury did not rate 
this statement. There was no basis to believe that the opinions 
of these eight would fall in any one of the categories to the 
exclusion of any of the other categories. There was as much
30
reason to assume that had they responded, their responses would 
tend to be more like the other thirty-nine responses than to be 
different from them. Therefore, the "No Opinion Indicated" 
frequency column totals were not considered in determining the 
weighted means.
Category intervals were set as follows: Strongly 
Agree— more than 4.50; Agree— 3.51 to 4.50; Uhcertain— 2.51 
to 3.50; Disagree— 1.51 to 2.50; Strongly Disagree— less than 
1.51.
Since any weighted mean above 3*50 would reflect agree­
ment by a majority of the respondents indicating opinions, any 
statement or parts of statements with a weighted mean 3core 
above 3.50 was Included in the list of preferred criteria.
A summary of the distribution of the responses according 
to weighted mean scores are listed in Table IV.
TABLE IV
DISTRIBUTION OP RESPONSES ACCORDING TO WEIGHTED MEAN SCORES
Rating Category Number of Percentage of
Category Intervals Responses Total Response
Strongly Agree more than 4.50 21 11#
Agree 3.51— 4.50 138 74#
Uncertain 2.51— 3-50 26 14#
Disagree 1.51— 2.50 2 1#
Strongly Disagree less than 1.51 0 0
Totals 187 100#
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Study of Table IV reveals that twenty-eight state­
ments or parts of statements were eliminated from the one 
hundred eighty-seven submitted for validation. Eighty-five 
per cent of the statements or parts of statements were agree­
able to a majority of the respondents. Fifteen per cent of 
the statements or parts of statements listed on the question­
naire form were not agreeable to a majority of the respondents 
and were eliminated as criteria for evaluating a state-wide 
vocational-technical curriculum laboratory.
Table V lists the twenty-one statements or parts of 
statements on which a majority of the respondents "Strongly 
Agree.1
TABLE V
LIST OF STATEMENTS OR PARTS OF STATEMENTS RATED "STRONGLY AGREE"
l--b 19 30 --d
1— h 20--a 32
6 21--a 33— c
7 21--b 33— f
11--C 21--1 34— a
15 23— b 34— e
16 26 44
Legend: Numbers refer to statements listed in Table III.
Table VI lists twenty-six statements or parts of 
statements which the respondents rated "Uncertain."
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TABLE VI
LIST OP STATEMENTS OR PARTS OF STATEMENTS RATED "UNCERTAIN”
8— b 18— f 38— d
9— c 23— e 38— 1
10— a 23— h 38— J
10— b 23— J 42— a
10— c 23— k 42— b
10— d 24— d 42— c
18— a 24— e 42— f
.ai1COrH 36— d 42— g
18— c 36— e
Numbers refer to statements listed in Table III.
Two parts of statement 9 , Table III, parts 9— a and 
9--d, were rated "Disagree" by a majority of the respondents.
Table VII lists the criteria developed from the list of
statements in Table III by omitting those statements or parts 
of statements rated "Uncertain" or "Disagree" by the Jurors.
The list of criteria contains one hundred fifty-nine statements 
or parts of statements to evaluate the administrative practices 
of a state-wide vocational-technical curriculum laboratory.
The statements in the questionnaire form were reworded when 
placed in the criteria list to this extent:
"l. A state-wide curriculum laboratory should provide 
instructional materials for:" was changed to "1. A state­
wide curriculum laboratory provides instructional materials 
for:."
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TABLE VII 
A LIST OP EVALUATIVE CRITERIA FOR A 
STATE-WIDE VOCATIONAL-TECHNICAL CURRICULUM LABORATORY
This list of criteria is intended to provide a basis for the 
evaluation of a state-wide trade and vocational-technical 
curriculum laboratory. Instructional materials are provided 
by a curriculum laboratory in individual training areas for 
courses operated for adults and/or secondary school students. 
The purpose of these courses is to provide skills or knowl­
edge, or both, that will extend or improve existing occupa­
tional competency of employed persons, or that will prepare 
the students for gainful employment in a trade or technical 
occupation.
Each person making the evaluation is asked to rate the state­
ments listed below according to this code: 3 —  indicates
that condition or provision exists extensively; 2 -- indicates 
that condition or provision exists to some extend; 1 -- indi­
cates that condition or provision is very limited; S’ -- indi­
cates that condition or provision does not exist bu^ is needed; 
N —  indicates that condition or provision is not desirable, 
or does not apply.
I . GENERAL OBJECTIVES
1. A state-wide curriculum laboratory provides instructional 
materials for:
a. apprenticeship programs......................... ....
b. day trade preparatory programs ................. ....
c. distributive education programs ................. ....
d. diversified occupations programs................. ....
e. foreman or supervisory training programs........ ....
f. public service training programs. . .................
g. trade extension training programs ...................
h. technician training programs..................... ....
i. technical institute programs..................... ....
2. A state-wide curriculum laboratory develops teaching 
aids, i.e., film strips, slides, charts, flannel- 
board cards, etc., for one or more of the above 
programs...................................................
3. A state-wide curriculum laboratory develops and 
keeps up-to-date instructional materials formats
for use throughout the state......................... ....
4. A state-wide curriculum laboratory maintains a 
library of vocational-technical books for major 
skilled occupations.................................. ....
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TABLE VII (continued)
5. A state-wide curriculum laboratory acts as service 
agency to any occupation in the state that requests 
assistance in preparing instructional materials for 
the training program of a particular craft. . . . .
II. EXTERNAL ORGANIZATION
6. The state board of education accepts and supports 
a state-wide curriculum laboratory as an integral 
part of the trade and industrial education program.
7. The state superintendent of education understands, 
accepts, and supports a state-wide curriculum 
laboratory as an integral part of the trade and 
industrial education program..........................__
8. The program of a state-wide curriculum laboratory 
is supervised by:
a. the state department of education...............
b . the state department of education and the teacher 
training institutions of the state............... _
9. A state-wide curriculum laboratory is a part of the 
state department of education with the laboratory 
director an employee of the state department........._
10. Selection of occupational fields in which instruc­
tional materials need to be developed is made by 
representative advisory committees made up of 
management, labor, and educators..................... _
11. Representatives from the state department of education
and teacher training institutions in working with a
state-wide curriculum laboratory:
a. co-ordinate the activities of groups working 
common courses.................................... __
b. co-ordinate all course of study work, as to 
general pattern and form..........................__
c. consult with committees, local supervisors and 
Instructors in the preparation of Instructional 
materials ..............................
d. assist in supplying texts, references, aids, 
instructional materials, etc......................_
e. take the lead in contacting state departments of 
education and teacher training institutions of 
other states to secure information and materials._
f. serve as a clearing-house for exchange of ideas 
and materials ....................................
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g. arrange meetings, workshops, special conferences, 
etc., on a state-wide basis to work on courses of 
study or to take up special problems...............
12. Local supervisors and directors of trade and industrial 
education programs working with a state-wide curriculum 
laboratory:
a. serve as co-ordinator and chairman for committees 
if required...................................... ..
b. assist in supplying references, texts, sources, 
materials, etc.................................... ..
c. asBist in the preparation of instructional 
materials ........................................
13. Groups of instructors working with a state-wide 
curriculum laboratory:
a. make trade analyses ..............................
b. make general topical outlines ...................
c. make lists of activities or type jobs ...........
d. delegate divisions of course to be further 
developed by individuals.........................
e. approve and/or edit work of individuals for 
content ...........................................
14. A state-wide curriculum laboratory uses a general 
advisory committee in determining broad policies 
and objectives for the development of trade and 
industrial instructional materials...............
15. A state-wide curriculum laboratory utilizes the 
services of outside agencies, i.e., technical 
advisors, contract shops, equipment dealers, indus­
trial concerns, trade associations, manufacturers, 
and publishers in the development of instructional 
materials ..........................................
16. A state-wide curriculum laboratory utilizes a
combination of educators, labor, and management on 
its state craft advisory committees . . . . . . .
17- A state-wide curriculum laboratory uses a craft
or occupational advisory committee In determining 
objectives and in planning details of the Instruc­
tional materials for a specific craft or occupation .
18. Craft committees or apprentice committees working 
with a state-wide curriculum laboratory:
a. recommend additions to or deletions of content 
and recommend revisions of courses of study . . .
b. serve as consultants to writers and approve 
writer's finished work............................
TABLE VII (continued)
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III. INTERNAL ORGANIZATION
19. Leadership for instructional materials development 
programs is provided toy a full-time professional 
Btaff member whose major responsibility is 
instructional materials development................. __
20. The curriculum laboratory director, that is, the 
person most directly responsible for the curriculum 
laboratory:
a. devotes the major part of his professional time
to the work of the laboratory................... _
b. provides a method for any and all teachers to 
present suggestions and recommendations ........
c. provides opportunity for groups in an occupationaT 
area throughout the system to plan together for 
improvement of instructional materials........... _
d. provides direction solving instructional 
material problems in the various areas..........._
e. is available for conferences with individual 
teachers, in their schools or shops, concerning 
instructional materials.........................._
f. assists teachers in finding new and better 
instructional materials.........................._
g. takes suggestions and ideas from one group to 
another about instructional materials..........._
h. works with school directors at all times on 
problems of co-ordination of materials..........._
i. works harmoniously with all the administrative 
and teaching personnel to foster co-operation 
throughout the system............................ _
21. The director of a state-wide curriculum laboratory:
a. provides the program with direction............. _
b. co-ordinates the activities of groups developing 
instructional materials.........................._
c . co-ordinates all course of study work as to 
progress, duplication, and format............... _
d. consults with committees, local supervisors, and “ 
instructors in the preparation of materials . .
e. assists in supplying texts, references, aids, 
materials, etc.........................  ._
f. takes the lead in contacting state liaison 
persons in other states to secure information
and materials.................................... _
g. gives technical assistance in the preparation of 
instructional materials .........................
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h. takes responsibility for typing, illustrating, 
editing, and furnishing proof copies of the 
materials written ..................................
i. takes responsibility for duplication or printing 
and distribution of materials written to those 
needing or requesting them....................... ..
J. arranges meetings, workshops, special conferences, 
etc., on a state basis to work on courses of
s t u d y .............................................__
k. evaluates instructional materials used In the
Instructional programs............................_
1. plans for growth and development................. _
22. A state-wide curriculum laboratory employs a full­
time staff............................................ .
23. The personnel of these laboratory staffs includes:
a. supervisors or directors..........................__
b. secretaries...................................... _
c. editors..........................................._
d. Instructional material specialists in the 
laboratory...........................   _
e. photographers .................................... _
f. duplicating machine operators ................... _
g. stock and shipping clerks ........................_
24. A state-wide curriculum laboratory has instructional 
materials written:
a. through the workshop or committee approach. . .
b. by using regular personnel of the vocational 
schools as a source of writing personnel.........__
c. by using outstanding journeymen from the trades 
as Instructional material specialists In the 
laboratory..............................
25. A comprehensive program of personnel administration 
for staff employees:
a. provides assistance to all employees in organizing 
and co-ordinating their work..................... _
b. defines responsibilities so that all staff members 
will understand their duties and
Interrelationships................................ _
c. maintains a complete classification of staff 
positions, indicating the duties and 
qualifications for each class of position . . . ._
d. provides salary schedules adopted by the 
governing board for each staff position ........._
e. places employees on permanent tenure as regular 
full-time employees, after a successful 
probationary period.............................. _
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f. encourages employees to achieve maximum self-
development by merited promotion and in-service 
training......................... ................
g. provides a sick-leave plan for all employees. . .
h. provides vacations with pay for all employees . .
i. provides a retirement system for all employees. .
j . maintains complete and accurate employment
records for each member of the staff.............
IV. FINANCING
26. A state-wide curriculum laboratory is provided 
adequate funds equitably budgeted to carry out its 
instructional materials development program . . . .
27. The specific organization of which the laboratory 
Is a part assumes the responsibility of adequately 
financing the curriculum laboratory by making annual 
budgetary allotments. . . .  .......................
28. A state-wide curriculum laboratory Is financed 
through combinations of local, state, and federal 
funds ...............................................
29. The director of a state-wide curriculum laboratory 
constructs a detailed budget.......................
30. A state-wide curriculum laboratory budget provides 
allocations for:
a. personal services .................
b. contractual services...............
c. travel expenses ...................
d. materials and supplies.............
e. equipment purchases ...............
f. major repairs .....................
31. The final decisions to make expenditures within the 
approved bu*iget rests with the laboratory director. .
32. Budgeted allotments are available to the director 
throughout the year ..................................
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V. PHYSICAL PLANT AND EQUIPMENT
33. The physical plant of a state-wide curriculum 
laboratory is:
a. provided permanent housing centrally located
in relation to correlated offices ...............
b. arranged so that a minimum staff Is needed. . . .
c. of sufficient size to provide good working 
conditions........................................
d. planned for year-round air conditioning ........
e. equipped with floor covering of approved 
material..........................................
f. adequately lighted................................
g. accoustically treated to permit good working 
conditions........................................
34. The physical plant of a state-wide curriculum 
laboratory contains:
a. a conference r o o m ..................................
b. an office for staff members........................
c. a workshop for use of staff actually engaged
in constructing learning materials.................
d. a preview room for teaching aids................. ..
e. a library facility for books, manufacturing
publications, trade Journals, and Instructional 
materials from other states ..................... ..
f. a workroom for typing, printing, and other types
of reproduction.................................. ..
g. a workroom for binding and packaging...............
h. storage space providing protection from dust
and climatic change................................
i. provisions for possible expansion.................
35* The curriculum laboratory staff participates in 
planning any changes In or additions to the 
physical plant and equipment of the laboratory. . . ._
36. A state-wide curriculum laboratory:
a. is equipped for composition of instructional 
materials........................................ ..
b. is equipped to provide art work and illustrations 
for instructional materials ..................... ..
c. is equipped to reproduce instructional 
materials........................................ ..
d. reproduces materials by more than one method, I.e., 
own printing facilities and outside or commercial 
printers.............................................
e. is equipped to collate or assemble 
instructional materials .........................
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f. is equipped to bind instructional materials . . .
g. is equipped to store Instructional materials. . .
h. is equipped to distribute Instructional
materials ........................................
VI. INSTRUCTIONAL MATERIALS
37. The personnel of a state-wide curriculum laboratory 
develops student materials which Include:
a. Job Instruction manuals and/or sheets ...........
b. operation manuals and/or sheets .................
c. information manuals and/or sheets ...............
d. study assignment manuals and/or sheets...........
e. experiment manuals and/or sheets.................
f. tests, part of instruction sheets and/or 
separate..........................................
38. The personnel of a state-wide curriculum laboratory 
develops materials for Instructors and supervisors 
which include:
a. bibliographies....................................
b. administrative and curriculum bulletins.........'
c. course outlines ..................................
d. manuals and handbooks ............................
e. progress charts ..................................
f. trade and Job analyses............................
g. teaching aids ....................................
h. study guides for teacher trainers ...............
39. The personnel of a state-wide curriculum laboratory 
in developing a course of study:
a. establishes the aims of the course...............
b. analyzes the occupation or course area for 
teaching content..................................
c. selects the units from the analysis best suited 
to attain the objectives of the course...........
d. arranges the subject matter for teaching into 
manipulative skills and related information . . .
e. selects typical projects, Jobs, and activities 
which Involve the basic operations and provides 
for the teaching of essential topics of 
related information ..............................
f. develops written instruction sheets to 
supplement instruction............................
g. selects teaching aids, devices, and methods . . .
h. selects textbooks and references for use with 
the course........................................
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1. determines and develops evaluative devices. . . . 
J. plans the final format, writes and assembles
the course........................................
k. tries out the course in tentative form prior to 
publication and revises the course as it is
being used........................................
1. keeps the course up to date ......................
40. Instructional materials developed in a state-wide
curriculum laboratory intended for use on a state­
wide basis follows a standardized format with all 
instructional material of a given type following
a single pattern......................................
41. Agreement on inter-state standardization of formats 
is the goal of a state-wide curriculum laboratory . .
42. A state-wide curriculum laboratory:
a. sells instructional materials out of the state. .
b. sells instructional materials at a price based
on the cost of development, composition, 
reproduction, and distribution...................
43. To promote the use of its instructional materials, 
a state-wide curriculum laboratory:
a. publishes a catalog of its instructional 
materials ........................................
b. uses direct mailings of catalogs and other 
promotional material..............................
c. contributes magazine articles in the 
professional and trade journals .................
d. conducts instructional materials workshops for 
trade and industrial personnel...................
VII. Evaluation
44. The curriculum laboratory director and other 
employees conduct a continuing appraisal of
the quality of services being rendered............... __
45. Evaluative appraisals are based on records, inspec­
tions, personal conferences, and co-operative 
evaluation of performance and relationships........._
46. In the evaluation of instructional materials, a state­
wide curriculum laboratory:
a. utilizes members of advisory committees........._
b. utilizes state supervisors and state teacher 
trainers........................................... _
c. utilizes the director and instructional staff
of the local programs............................ _
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In order to provide a basis for comparing the admini­
strative practices of a state-wide vocational-technical cur­
riculum laboratory with the list of evaluative criteria, the 
following rating scale was devised. Each criterion or parts 
of criteria was answered according to this code: -indicates
that condition or provision exists extensively; 2— indicates 
that condition or provision exists to some extent; 1^— indicates 
that condition or provision is very limited; 0 — indicates that 
condition or provision does not exist but is needed; N— indicates 
that condition or provision is not desirable, or does not apply.
The administrative practices of the Louisiana State 
Vocational-Technical Curriculum Laboratory were compared to 
the list of evaluative criteria according to this scale and 
the results of this evaluation are reported in Chapter III of 
this study.
Summary. Based on two surveys, an analysis of the 
organization and operations of the Louisiana State Vocational- 
Technical Curriculum Laboratory, and a review of the pertinent 
literature, a questionnaire form of objectives and administra­
tive practices for a state-wide vocational-technical curriculum 
laboratory was formulated and rated by a national Jury of 
experts. A weighted scale was applied to the responses of 
this national Jury to determine a list of preferred practices 
or evaluative critera. An evaluation scale was devised for 
use in the evaluation of a state-wide vocational-technical 
curriculum laboratory according to these criteria.
CHAPTER III 
EVALUATING THE CURRICULUM LABORATORY
Based on the list of evaluative criteria developed in 
Chapter II of this study, an evaluation of the Louisiana State 
Vocational-Technical Curriculum Laboratory was made. The pro­
cedure adopted involved listing the criterion, rating the cri­
terion according to the evaluative scale devised in Chapter II 
and Justifying the rating given according to the best evidence 
available.
The following scale was used throughout this evaluation:
f  --indicates that condition or provision exists extensively;— indicates that condition or provision exists to some extent;
T — indicates that condition or provision is very limited;
CF— indicates that condition or provision does not exist but is
needed;
N--indicates that condition or provision is not desirable, or 
does not apply.
The evaluation procedure followed the organizational 
structure developed In the questionnaire form. The listing 
of the criteria, the rating of the criteria, and the justifi­
cation of the ratings constitute the remainder of Chapter III. 
Section I_. General Objectives.
1. A state-wide curriculum laboratory provides Instructional 
materials for:
a. apprenticeship programs ...........................3
b. day trade preparatory programs.................... 3
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c. distributive education programs ................  N
d. diversified occupations programs...................FT
e. foreman or supervisory training programs. . . 3
f. public service training programs...................2
g. trade extension training programs ..............  ST
h. technician training programs.....................”T
1. technical Institute programs....................... 0
The Curriculum Laboratory provides Instructional 
materials for apprentice training programs in nine areaSj day 
trade preparatory programs In sixteen training areas, eight 
supervisory training programs, two public service training 
programs, and trade extension training programs in possibly 
twenty-eight areas.* Instructional materials for technician 
training programs have been prepared for individual schools In 
a limited number of areas, e.g., a television-studio technician 
program for the Ouachita Valley Vocational-Technical School; 
a dental technician program for the Shreveport Trade School. 
Little has been done on a state-wide basis in this area of 
training. For the technical institute programs as they exist 
in Louisiana, the Curriculum Laboratory has only assisted in 
developing and publishing outlines and curricula plans for 
individual schools. Recent national emphasis on technical 
training programs suggests work in this area be emphasized 
in future planning.
2. A state-wide curriculum laboratory develops teaching aids,
i.e., film strips, slides, charts, flannel board cards, 
etc., for one or more of the above programs. . . 2
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Teaching aids prepared by the Curriculum Laboratory 
have been used extensively in supervisory training and trade 
extension training programs. Some examples are: Conference
Leadership— slides; Electrical Utility Workers Training Pro- 
gram--slldes; Extemporaneous Talk For Industrial Supervlsors-- 
slides, charts; Highway Economics--slides; Listening— slides, 
tapes; Understanding Human Nature At Work--slldes, charts, 
slap-ons; Work Simplification— slides.2
Because of storage and distribution problems, 2 x 2-inch 
3lides have proven the most common teaching aid. Facilities 
exist at the Laboratory for photographing, processing, and 
mounting both color and black-and-white slides. Graphs and 
charts are prepared In the Laboratory by the regular employees 
or supplemented by a part-time commercial artist.
The Laboratory personnel prepare few teaching aids,
per se, for the apprenticeship and day trade preparatory pro­
grams as little opportunity for group instruction exists in 
these areas. Individual assignment sheets for individual 
instruction is the usual procedure.
3. A state-wide curriculum laboratory develops and keeps up- 
to-date instructional materials formats for use through­
out the state.............................................2
Of the instructional materials listed In the Catalog ,^ 
the thirty-three day trade preparatory courses show these
2Ibid., Section III.
^Ibld., Sections I, II, and III.
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publication dates: 1962--5; 1961--6; 1960--4; 1959— 3; 1958--8; 
1957— 1; 1955— 5; and 1952— 1. The nine apprentice training 
programs were published as follows: 1961--1; I96O--I; 1958— 1;
1954— 2; 1952--2, and 1950--1. The eight supervisory training 
courses were published: 1962--2; 196I--I; 196O--I; 1959--3; 
and 1958--1. These publication dates indicate the criterion 
was met to some extent.
4. A state-wide curriculum laboratory maintains a library of 
vocational-technical books for major skilled 
occupations ..............................................2
The Laboratory contains a library of approximately 
five hundred books as well as many of the trade and industrial 
courses published by the various states. Representatives from 
many of the publishing companies visit the Laboratory and con­
tribute complimentary copies of publications in thi3 area.
However, not all publishers are represented. There is no 
planned procedure or administrative practice to insure maximum 
efficiency.
5. A state-wide curriculum laboratory acts as service agency 
to any occupation in the state that requests assistance 
in preparing instructional materials for the training 
program of a particular craft .......................... 2
The Laboratory personnel work with occupational
groups within certain limits. The group must represent enough
potential students to Justify the cost of preparation of the
materials. There must be the opportunity to conduct training
classes if instructional materials will be developed. Instructors
must be available for a training program to be feasible.
Section II. External Organization
6. The state board of education accepts and supports a state­
wide curriculum laboratory as an Integral part of the 
trade and industrial education program.................. 3
The Laboratory was organized with the approval of the
State Board of Education. The State Board of Education, by
approving the operating budget of the Laboratory for each
fiscal year, has indicated its continuing acceptance and
support.
7. The state superintendent of education understands, accepts 
and supports a state-wide curriculum laboratory as an 
integral part of the trade and industrial education 
program ................................................  3
Superintendent Jackson, in a recent speech, stated
"...the State curriculum laboratory, established in 1948 to
4
enhance trade training, has been recognized nationally."
This statement was construed by the writer to indicate accept­
ance and support of the Laboratory by the State Superintendent.
8 . The program of a state-wide curriculum Is supervised by:
a. the state department of education .................. 3
b. the state department of education and the
teacher training Institutions of the state. . . 0
Study of Figure 1, Louisiana State Vocational-Technical 
Curriculum Laboratory External Organization Chart, provides 
the reader with an understanding of the supervisory relation­
ships existing In the external organization of the Laboratory. 
The Curriculum Laboratory Director and staff are technically
4
Shelby M. Jackson, loc. cit.
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under the direct supervision of the State Board of Education. 
For practical purposes, the indirect line of supervision from 
the State Department of Education is dominant. While this 
supervision is of an advisory nature, the Director of the 
Curriculum Laboratory works closely with the State Supervisors 
of Trade and Industrial Education and the State Director of 
Trade and Industrial Education. Figure 1 lists the State 
Director and State Supervisors as members of the Curriculum 
Laboratory Advisory Committee.
There is no supervision by the teacher-training insti­
tutions of the State. While direct supervision might not be 
necessary, a closer working relationship with the teacher- 
trainers of the State would be desirable. This criterion 
represents an area which should be given future consideration.
9. A state-wide curriculum laboratory is a part of the state 
department of education with the laboratory director 
an employee of the state department .................... N
Under the organizational structure depicted in Figure 1,
and in view of the close supervisory relationship existing
between the Curriculum Laboratory Director and the State
Director and State Supervisors of the State Department of
Education, the writer feels that this criterion should be
rated ’N" as the condition does not exist and in the State
of Louisiana does not apply.
10. Selection of occupational fields in which instructional
materials need to be developed is made by representative 
advisory committees made up of management, labor, and 
educators .................................................2
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Selection of occupational fields in which instructional 
materials need to he developed is accomplished in several ways. 
Apprentice training courses have resulted from representative 
advisory committees made up from management, labor, and education. 
This involved educators working with the Joint Apprenticeship 
Committees listed in Figure 1, Selection of occupational fields 
in which instructional materials need to be developed has also 
been made by the State Department of Education, local adminis­
trators and supervisors, and groups of local instructors. The 
provisions of this criterion exist to some extent but only as 
one of several methods of selection.
11. Representatives from the state department of education 
and teacher training institutions in working with a 
state-wide curriculum laboratory:
a. co-ordinate the activities of groups working
common c ourses.................................... 1
b. co-ordinate all courses of study work as to 
general pattern and f o r m ......................... 1
c. consult with committees, local supervisors 
and instructors in the preparation of 
instructional materials............................. 1
d. assist in supplying texts, references, aids, 
instructional materials, etc.....................  1
e. take the lead in contacting state departments 
of education and teacher training institutions
of other states to secure information and 
materials..........................................  1
f. serve as a clearing-house for exchange of
ideas and m a t e r i a l s .............................  1
g. arrange meetings, workshops, special confer­
ences, etc., on a state-wide basis to work on 
courses of study or to take up special
problems.............    1
The condition or provisions of this criterion exist to 
a very limited extent in Louisiana. It is possible that this 
particular criterion might have greater application to those
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states not employing a full-time person whose major respon­
sibility is instructional materials development. The duties 
described in this criterion are assumed by this full-time 
person and the representatives from the State Department of 
Education work with him in an advisory capacity. There is 
little, if any, co-ordination between the Laboratory Director 
and representatives from the teacher-training institutions.
The cultivation of this relationship should be considered in 
the future activities of the Laboratory staff.
12. Local supervisors and directors of trade and industrial 
education programs working with a state-wide curriculum 
laboratory:
a. serve as co-ordinator and chairman for committees
if required.............................................2
b. assist In supplying references, texts, sources, 
materials, etc.........................   2
c. assist in the preparation of instructional 
materials............................................... 1
Local supervisors and directors of trade and industrial 
education programs were craftsmen before they became directors 
and supervisors. In the event the committees are of a nature 
to require their particular talents, then they are asked to 
serve as chairmen. If the committee is considering a problem 
that is unique to their particular area, i.e., involving a 
training program for a large industrial plant within their 
area, they are asked to serve as committee chairmen. Local 
directors and supervisors work closely with the Laboratory 
in their fields of specialization by suggesting references, 
texts, sources, materials, etc.j however, this Is not a 
general practice. Rarely do local supervisors and directors
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assist in the actual preparation of instructional materials. 
These efforts have been in the area of supervisory training 
programs in which they have been personally involved in 
conducting.
13. Groups of instructors working with a state-wide 
curriculum laboratory:
a. make trade analyses.................................. 1
b. make general topical outlines....................... 2
c. make lists of activities or type Jobs................ 1
d. delegate divisions of course to be further
developed by individuals........................... 2
e. approve and/or edit work of individuals for
content............................................... 2,
There are very few occasions when groups of instructors 
make complete trade analyses. Trade analyses are made by indi­
viduals working for the Laboratory and are presented to the 
groups of instructors for approval. There is usually insuf­
ficient time in a group meeting to make the actual analysis. 
There was one occasion when the practical nurse instructors 
utilized a week-long conference to work on their instructional 
materials and did meet this criterion. It is the more general 
practice for a group of Instructors to meet for one day and to 
workr“out general topical outlines for courses of Instruction 
based on trade analyses which have been prepared. The listing 
of activities or type Jobs is the responsibility of the curric­
ulum specialist employed by the Laboratory with assistance 
furnished on occasion by the group. The group meeting as a 
craft committee in some Instances delegates divisions of work 
to the various individuals comprising the group with specific 
responsibilities delegated by the Laboratory Director. The
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usual procedure Is for delegation of divisions of work to be 
made by the Laboratory Director rather than the groups of 
Instructors. In all cases, groups of Instructors working 
with the Laboratory as craft committees, approve and/or edit 
the work of Individuals for content. This results In better 
material and better acceptance of the material by the 
instructors.
14. A state-wide curriculum laboratory uses a general 
advisory committee in determining broad policies 
and objectives for the development of trade and 
industrial instructional materials ...................  2
In October of 1957» the Louisiana State Vocational- 
Technical Curriculum Committee was formed "to encourage and 
promote the development and use of effective Instructional 
material for the Trade and Industrial Education Program of
5
Louisiana." The objectives of this committee were listed as:
1. To aid in establishing uniformity in all training 
programs.
2. To review Craft Committees' criticisms and suggestions 
on current Instructional material.
3. To aid In setting forth teaching methods that are 
required for effective presentation of new instructional 
material.
4. To encourage and promote industrial surveys and to 
recommend types of training courses and instructional 
material which need developing.
5. To encourage examination of course outlines by employers 
and employees and consider their suggestions.
6. To co-ordinate the Louisiana State Curriculum Committee 
and the teacher training agencies of the state.
^Minutes of organizational meeting of the Louisiana 
State Vocational-Technical Curriculum Committee, October 17, 1957.
6Ibid.
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The purpose and objectives of this committee meet the 
conditions of the criterion to some extent. The committee 
is not utilized for fullest efficiency and all of the 
objectives established by the committee have not been met.
15. A state-wide curriculum laboratory utilizes the services 
of outside agencies, i.e., technical advisors, contract 
shops, equipment dealers, industrial concerns, trade 
associations, manufacturers, and publishers in the 
development of instructional materials .................. 3
The Laboratory utilizes the services of many outside 
agencies in the development of instructional materials. Many 
materials are contributed by outside agencies for inclusion 
in courses of study being developed for state-wide use. Dupli­
cation of effort is often avoided by contacting outside agencies 
and adapting materials already developed at considerable cost 
and effort by them to the instructional program of the State.
In nearly all instances this service is contributed without 
charge provided proper credit be given as to the source.^
16. A state-wide curriculum laboratory utilizes a 
combination of educators, labor, and management
on its state craft advisory committees .................. 1
This organizational structure was practical in the Joint
^File letters from Chrysler Corporation dated March 13, 
1958; American Motors Sales Corporation dated March 3, 1958; 
Delco-Remy Division of General Motors Corporation dated 
March 5, 1958; Van Volkenburgh, Nooger and Neville, Incorporated, 
dated July 31, 1961.
55
g
Apprenticeship Committees. In the other programs, e,g., day 
trade preparatory programs, the provisions of the criterion 
exist indirectly.^ Each instructor in the day trade prepara­
tory program has a local craft committee consisting of repre­
sentatives of labor and management. Local instructors chosen 
to serve on state craft advisory committees meet with their 
local committees prior to and between state craft advisory 
committee meetings. Prom instructors at state craft advisory 
committee meetings the opinions of several local groups distrib­
uted over the State are reflected. In this manner, rather 
than two representatives from labor, two from management, and 
two from education expressing opinions, five local instructors 
may represent the views of five local craft committees or per­
haps fifteen representatives of labor and fifteen of management.
17. A state-wide curriculum laboratory uses a craft or 
occupational advisory committee in determining 
objectives and in planning details of the 
instructional materials for a specific craft 
or occupation..............................................3
The craft or occupational advisory committee either 
determines or approves objectives and either plans details 
or approves planned details of the instructional materials. 
Membership on a craft or occupational advisory committee is 
limited to those persons who are available and willing to serve.
o
Electrical Apprentice Course (Natchitoches: Louisiana 
State Vocational-Technical Curriculum Laboratory, 1961).
^Machine Shop Course (Natchitoches: Louisiana State 
Vocational-Technical Curriculum Laboratory, 1962).
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Due to these limitations, personnel are sometimes selected who 
are unable to determine objectives and plan details of the 
instructional materials for a specific craft or occupation.
In these cases, specialists employed by the Laboratory prepared 
tentative objectives and details for the instructional program 
and have submitted this tentative plan to the committee for 
approval.
18. Craft committees or apprentice committees working 
with a state-wide curriculum laboratory:
a. recommend additions to or deletions of content
and recommend revisions of courses of study . . 3
b. serve as consultants to writers and approve 
writer's finished work............................... 3
Craft committees or apprentice committees evaluate the 
instructional materials of the Laboratory. In the course of 
these evaluations, recommended additions to, or deletions of 
content, and recommended revisions of courses of study are 
made. Specialists are employed by the Laboratory to comply 
with the recommendations of the committee. As the material 
is prepared by the writers, proof copies are furnished the 
committee for comments, recommendations, and approval.
Section III. Internal Organization.
19. Leadership for instructional materials development 
programs is provided by a full-time professional 
staff member whose major responsibility is 
instructional materials development .................... 3
Since the Laboratory was created in 19^8, there has 
been a full-time professional staff member whose major
57
responsibility was instructional materials development.1^
This position wafe listed in the budget as Laboratory Supervisor 
until 1957 when the Job title was changed to Director of the 
Laboratory.
20. Tfte curriculum laboratory director, that is, the person 
most directly responsible for the curriculum laboratory:
a. devotes the major part of his professional time
to the work of the laboratory..................... 3
b. provides a method for any and all teachers to 
present suggestions and recommendations........... 3
c. provides opportunity for groups in an occupa­
tional area throughout the system to plan 
together for improvement of instructional 
materials............     3
d. provides direction in solving instructional 
material problems in the various areas ........... 3
e. is available for conferences with individual 
teachers, in their schools or shops, concern­
ing instructional materials.....................  2
f. assists teachers in finding new and better 
instructional materials.......................... 2.
g. takes suggestions and ideas from one group to 
another about Instructional materials........... 2,
h. works with school directors at all times on
problems of co-ordination of materials ........... 3
i. works harmoniously with all the administrative 
and teaching personnel to foster co-operation 
throughout the system.............................. 3
The Curriculum Laboratory Director is employed full­
time with the sole responsibility of administering the Labora­
tory and developing instructional materials for the trade and 
industrial education programs in the State.
Evaluation of instructional material by instructors is 
a practice of the Laboratory.11 Each shop instructor and related 
instructor Is requested to complete an evaluation questionnaire,
10Natchitoches Trade School Budget Requests to the 
State Board of Education for the fiscal years 1948-19^9 
through 1961-1962.
^Memorandum to all school directors dated October 31# 
1962. Pile memoranda for years 1951 to 1961.
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making comments and recommendations for the improvement of 
instructional materials. These ratings, comments, and recom­
mendations are discussed with the local director and forwarded 
to the Laboratory to provide guidelines for improving 
instructional materials.
Opportunity is provided for groups in an occupational 
area throughout the system to plan together for the improve­
ment of instructional materials. Beginning in 1957*2 craft 
committee meetings in the various occupational areas have 
been regularly conducted at the Laboratory.
In working with the various committees and groups of 
instructors and directors, the Laboratory Director attempts 
to provide direction in solving instructional material 
problems in the various areas.
In a system of twenty-seven state-operated trade and 
vocational-technical schools, it is not possible for the 
Laboratory Director to be available for conferences with 
all individual teachers, in their schools or Bhops, concerning 
instructional materials. The Laboratory Director visits all 
of the schools in the system and most of the shops but it is 
not possible for him to be available at all times for 
conferences throughout the State.
The Laboratory Director assists teachers in finding
•^Memorandum to Craft Committee Members dated November
13, 1957i represents a typical example.
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new and better instructional materials by forwarding for
review new publications, courses developed by other states,
and working to develop adequate materials where none are
13known to exist.
Results of evaluation of Instructional materials, 
reports of craft committee meetings, reviews of new publications, 
and recommendations for Improving materials are forwarded 
to instructors and directors by the Laboratory for the purpose 
of Informing those concerned and in an attempt to co-ordinate 
the use of materials.^
21. The director of a state-wide curriculum laboratory:
a. provides the program with direction................ 3
b. co-ordinates the activities of groups developing 
instructional materials. . ._....................  2
c. co-ordinates all course of study work as to 
progress, duplication, and format................  3
d. consults with committees, local supervisors, 
and Instructors In the preparation of
materials..........................    2
e. assists in supplying texts, references, aids, 
materials, etc.....................................  2.
f. takes the lead In contacting state liaison 
persons in other states to secure information
and materials......................................  2
g. gives technical assistance In the preparation
of instructional materials....................... 2
h. takes responsibility for typing, illustrating, 
editing, and furnishing proof copies of the 
materials written.................................. 2,
I. takes responsibility for duplication or printing 
and distribution of materials written to those 
needing or requesting t h e m ....................... 2
13Memorandum to Business Training Instructors dated 
January 20, 1963.
14
Report On Evaluation Of Instructional Material 
(Natchitoches:'" Louisiana 3tate“Vocatlonal-Technical durriculum 
Laboratory, 1963).
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J. arranges meetings, workshops, special confer­
ences, etc., on a state basis to work on
courses of study .................................  3
k. evaluates instructional materials used in
instructional programs ........................... 3
1. plans for growth and development ................... 3
It is the responsibility of the Director of the 
Curriculum Laboratory to provide the program with direction. 
He must instigate studies of existing materials, conduct 
surveys for the development of new courses, ^  meet with 
industrial groups to determine training needs,1^ and plan 
a continuous program of curriculum development.
In order to avoid duplication of effort, the activ­
ities of groups developing instructional materials must be 
co-ordinated. In a system of state-operated trade and 
vocational-technical schools as exists in Louisiana, all 
course of study work is co-ordinated by the Laboratory 
Director working with the State Department of Education 
and the local directors, supervisors, and instructors.
The Laboratory Director works with committees and specialists 
in the preparation of materials very directly as all work 
done on state-wide programs is contracted by the Laboratory 
and the persons doing this work are reimbursed by the 
Laboratory. A sample contract and specimen time sheets are 
included in the appendix of this report.^
^Appendix D, Drafting Survey, December, 1962.
^Meeting with Crown-Zellerbach officials in Baton 
Rouge, Louisiana, January 28, 1963.
^Appendix E, Specimen Contract and Time Sheets.
6l
The Laboratory Director aasists in supplying texts, 
references, aids, materials, etc., to the group or spe­
cialists working on courses of instruction. Materials from 
the library of the Laboratory, books secured from publish­
ing companies, and materials secured by the Laboratory 
Director from liaison persons in other states are submitted 
to craft committees and specialists for consideration and 
possible state-wide adoption. Teaching aids are developed 
by the personnel of the Laboratory and materials necessary 
for the development of instructional materials are furnished 
by the Laboratory.
The Laboratory Director and the staff of the Labora­
tory furnish technical assistance to specialists devel­
oping courses of instruction. The Director, working through 
the staff of the Laboratory, takes responsibility for the 
production of the materials developed. This involves the 
typing, editing, illustrating, proofing, duplication, and 
distribution of the materials.
Since the Laboratory Director is responsible for the 
curriculum development program in the State, he arranges the
necessary meetings, workshops, special conferences, etc., on
l8a state basis to work on courses of study. He works
closely with the State Department of Education, and the
19local school directors when scheduling such meetings.
^Memorandum to Craft Committee Members dated 
February 14, 1958 represents a typical example.
^Memorandum to State Director, Trade and Industrial 
Education, dated October 22, 1958 provides an example.
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The Laboratory Director works with the instructors,
directors, and state supervisors in conducting evaluation
20
studies of instructional materials. The findings and 
recommendations of these evaluations provide guidelines for 
future revisions and particular courses to be developed by 
the Laboratory.
22. A state-wide curriculum laboratory employs a full-time 
s t a f f ................................................... 3
Figure 2, Louisiana State Vocational-Technical
Curriculum Laboratory Internal Organization Chart, lists the
full-time staff of the Laboratory. With the exception of the
Director, all persons are under Louisiana's Department of
Civil Service. They are selected from eligibility lists
after having met the qualification requirements determined by
the Department of Civil Service.
23. The personnel of these laboratory staffs include:
a. supervisors or directors.............................3
b. secretaries ..........................................2
c. editors..............................................2
d. instructional material specialists In the
laboratory...........................................N
e. photographers ....................................... 3
f. duplicating machine operators ....................3
g. stock and shipping clerks ...........................2
There Is a full-time laboratory director. There Is 
no secretary or editor per se. These duties are combined in 
the job classification of Clerk IV. According to the Department 
of Civil Service code, "this is Important and responsible clerical 
work Involving responsibility either for the supervision of a
^ Report On Evaluation Of Instructional Material, loc. clt.
DIRECTOR
Clerk ISteao Clerk n
CLERK IV
Typiet Clerk I Dup. Eq. Op. II Dup. Eq. Op. I
MAN. REP. IILLUSTRATOR DUP. EQUIP. SUP. I
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Copy Preparation
Printed Materials 
Binding Instructional Materials
Illustrations 
Special Forms 
Visual Aids
Platemakiag
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Folding
Warehousing
Shipping
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major clerical unit, or for the independent performance of 
specialized clerical duties.1,21 In the Laboratory, these 
specialized clerical duties Involve editing and proofing 
Instructional materials.
Instructional materials specialists were employed in 
the Laboratory from 1948 through 1955 on a full-time basis.
A specialist was hired to come to the Laboratory and write 
a course of instruction. As many as four specialists at one 
time were working In the Laboratory and over a two-year period 
of employment, a course of instruction was developed. Some 
courses were completed in one year, some requiring as many as 
three years.22 There were several limitations to this proce­
dure. Sometimes the person most desirable to write Instruc­
tional materials would not move to Natchitoches and work In 
the Laboratory. A limited amount of space was available In 
the Laboratory for personnel to work. The number of courses 
needed in the system was constantly increasing with existing 
courses requiring additions and revisions. The average cost
of bringing a specialist into the Laboratory was approximately
23
$8,000 with a range of $4,200--$15,000. In 1957, the 
practice was approved of contracting work to be done by 
Instructional material specialists working wherever it was
21
Clerk IV, Code: 1053, Job description issued by the 
Department of Civil Service, Baton Rouge, Louisiana,
March 31, 1958.
22Natchitoches Trade School Budget Requests to the 
State Board of Education, loc. cit.
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most convenient for him. Work is approved by state craft
committees and no payment for work is made by the Laboratory
until final acceptance has been made of the work by the
24state craft committee. The advantages of this system 
reduces the cost of producing material, allows an average 
of twenty specialists to be employed annually by the Lab­
oratory and, most of all, improves relations between the 
Laboratory and the instructors in the system.
While there are no photographers employed by the 
Laboratory, the Duplicating Equipment Operator I I , t h e  
Duplicating Equipment Supervisor, and the Illustrator are 
proficient in the use of camera equipment and darkroom
2(procedqres. Two duplicating machine operators are employed.
While there is no job position of stock and shipping clerk,
27these duties are performed by the Maintenance Repairman. '
24. A state-wide curriculum laboratory has Instructional 
materials written:
a. through the workshop or committee approach. . . . 2
b. by using regular personnel of the vocational 
schools as a source of writing personnel. . . . . ^
c. by using outstanding journeymen from the 
trades as instructional material specialists
in the laboratory.................................  2
24Appendix E.
OC
Duplicating Equipment Operator II, Code: 1224, Job 
description Issued by the Department of Civil Service, Baton 
Rouge, Louisiana, August 31j 195^-
26
Natchitoches Trade School Budget Requests to the 
State Board of Education, loc. clt.
2^FIgure 2. Louisiana State Vocational-Technical 
Curriculum Laboratory Internal Organization Chart.
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Instructional materials in some areas of the business 
training and practical nurse training programs were developed 
through the workshop or committee approach from 1955-1957. 
Instructional material has been written using regular personnel
p Q
of the vocational schools as a source of writing personnel.
The apprentice training course for the plumbing and pipe 
fitting industry was written by an outstanding Journeyman from
the trade as an instructional material specialist in the
29Laboratory. While the Laboratory has had some courses of 
instruction written through the group or workshop method and 
has brought a Journeyman from the trade into the Laboratory 
to develop materials, the most extensive practice is that 
of using regular personnel of the vocational schools as 
a source of writing personnel.
25. A comprehensive program of personnel administration for
staff employees:
a. provides assistance to all employees in organizing 
and co-ordinating their work .................... 3
b. defines responsibilities so that all staff 
members will understand their duties and 
interrelationships ...............................  3
c. maintains a complete classification of staff 
positions, indicating the duties and qualifi­
cations for each class or position.............  3
d. provides salary schedules adopted by the 
governing board for each staff position......... 3
e. places employees on permanent tenure as 
regular full-time employees, after a
successful probationary period .................. 3
^Natchitoches Trade School Budget Requests to the 
State Board of Education, loc. cit.
2 9Ibid.
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f. encourages employees to achieve maximum
self-development by merited promotion 
and in-service training...........................__
g. provides a sick-leave plan for all employees .
h. provides vacations with pay for all employees.
1. provides a retirement system for all employees
J . maintains complete and accurate employment
records for each member of the s t a f f ..............3
As Illustrated by Figure 2, employees' duties and respon­
sibilities, laboratory organization and interrelationships are 
defined and illustrated. This information is provided to all 
employees.
With the exception of the Laboratory Director, all of
the regular positions within the Laboratory are under
Louisiana's Department of Civil Service. All positions are
classified, the duties prescribed, and the salary schedules
set.^ The Director is under a salary schedule adopted by
the State Board of Education in 1959 for all professional
personnel of the state-operated trade and vocational-technical
s c h o o l s . E m p l o y e e s  are hired on a probationary status for
six months and are placed on permanent status after successful
32completion of the probationary period. Employees are fre­
quently promoted and up-graded. Five of the nine present
S^lndex of Class Specifications, Codes: 1050, 1053* 
1077, 1089, 1223* and 2035 listed in Part 7 , Position 
Classification, Louisiana State Personnel Manual (Baton Rouge: 
Louisiana Department of Civil Service, l953)> PP* 7.13-7.53*
^Natchitoches Trade School Budget Requests to the 
State Board of Education, loc. clt.
32Part 9, Probationary Period, Louisiana State 
Personnel Manual, op. clt., pp. 8.1-8.26’.
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employees have been promoted Into higher civil service 
classifications.33
Since all positions are classified positions and all 
present employees are on permanent status, the Laboratory 
provides a sick leave plan for all employees, vacations 
with pay for all employees,35 an(i a retirement plan for all 
employees. The Laboratory Director is under the Teachers' 
Retirement System of Louisiana and all other employees are 
under the Louisiana State Employees' Retirement System. Com­
plete employment records are maintained' by the Laboratory, the 
Natchitoches Trade School, and the Louisiana State Civil Service.
Section IV. Financing.
26. A state-wide curriculum laboratory is provided 
adequate funds equitably budgeted to carry out 
its instructional materials development program. . 3
The annual budgets of the Louisiana State Vocational- 
Technical Curriculum Laboratory for the fiscal years 1948- 
1949 through 1961-1962 are depicted in Figure 3- The source 
of these data are the annual "Budget Requests'1^  for the years 
cited. Whether these figures represent "adequate funds equit­
ably budgeted" required a subjective appraisal by the writer.
3 3 j f a t c h i t o c h e s  Trade School Budget Requests to the 
State Board of Education, loc. clt.
■34
J Part 5, Attendance and Leave, Louisiana State 
Personnel Manual, op. clt.. pp. 5*l-5.lC!
35ibid.
Natchitoches Trade School Budget Requests to the 
State Board of Education, loc. cit.
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FIGURE 3
ANNUAL BUDGETS OF THE LOUISIANA STATE VOCATIONAL-TECHNICAL CURRICULUM 
LABORATORY FOR THE FISCAL YEARS 1948-1949 THROUGH 1961-1962
(BASED ON NATCHITOCHES TRADE SCHOOL, NATCHITOCHES, 
LOUISIANA, BUDGET REQUESTS TO'THE STATE 
BOARD OP EDUCATION FOR THE PISCAL 
YEARS 1948-1949 THROUGH 1961-1962)
As sixty to seventy thousand dollars are provided each year, 
it is the writer's opinion that the provisions of the 
criterion exist extensively.
27. The specific organization of which the laboratory 
is a part assumes the responsibility of adequately 
financing the curriculum laboratory by making
annual budgetary allotments.......................... 2.
The annual budget of the Louisiana State Vocational- 
Technical Curriculum Laboratory is included in and is a part 
of the budget of the Natchitoches Trade School.3 ?  Budgetary 
allotment requests through the Natchitoches Trade School 
must be approved by the State Department of Education, the 
State Board of Education, the Division of Finance, the Joint 
Legislative Budget Committee, the House Appropriations Com­
mittee, the Senate Finance Committee, with the monies finally 
appropriated by the Legislature. Since budgetary appropria­
tions are on an annual basis, the procedure described above 
must take place each year.
28. A state-wide curriculum laboratory is financed 
through combinations of local, state, and
federal funds ......................................  2
Appropriations are made by the State of Louisiana on 
an annual basis to the Natchitoches Trade School for the bud­
get of the Louisiana State Vocational-Technical Curriculum 
Laboratory. These funds are from the State General Fund 
which is derived from local and state taxes and some federal 
funds. There are no local or federal funds per se but these 
sources indirectly provide laboratory funds.
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29. The director of a state-wide curriculum
laboratory constructs a detailed budget............   2
A detailed budget Is a part of the Natchitoches Trade 
School budgets and a separate budget for the Laboratory Is 
attached to the budgets of the Natchitoches Trade School.-5
30. A state-wide curriculum laboratory budget provides
allocations for:
a. personal services . .
b. contractual services .
c . travel expense . . . .
d. materials and supplies
e. equipment purchases. .
f. major repairs........
Figure 4 illustrates the expenditures for personal 
services of the Louisiana State Vocational-Technical Curric­
ulum Laboratory for the fiscal years 1948-1949 through 1961- 
1962. Figure 5 lists the expenditures for specialists for 
the same period. The expenditures for specialists are in­
cluded in Figure 4 and these data were derived from the 
same source.^ Currently more than fifty thousand dollars 
are spent annually for personal services. This amount in­
cludes approximately eleven thousand dollars for instructional 
materials specialists.
The expenditures for contractual services of the 
Louisiana State Vocational-Technical Curriculum Laboratory 
for the fiscal years 1948-1949 through 1961-1962 are depicted 
in Figure 6.^° The amount of expenditures for contractual 
services has increased from a little more than two thousand 
dollars in 1948-1949 to four thousand dollars in 1961-1962.
38Ibid. 39Ibid. ^°Ibid.
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EXPENDITURES FOR PERSONAL SERVICES OF THE LOUISIANA STATE VOCATIONAL-
TECHNICAL CURRICULUM LABORATORY FOR THE FISCAL YEARS
1946-1949 THROUGH 1961-1962
(BASED ON NATCHITOCHES TRADE SCHOOL, NATCHITOCHES, 
LOUISIANA, BUDGET REQUESTS TO THE STATE 
BOARD OP EDUCATION FOR THE PISCAL 
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FIGURE 5
EXPENDITURES FOR SPECIALISTS OF THE LOUISIANA STATE VOCATIONAL- 
TECHNICAL CURRICULUM LABORATORY FOR THE FISCAL YEARS 
1948-1949 THROUGH 1961-1962
(BASED ON NATCHITOCHES TRADE SCHOOL, NATCHITOCHES, 
LOUISIANA, BUDGET REQUESTS TO THE STATE 
BOARD OF EDUCATION FOR THE FISCAL 
YEARS 1948-1949 THROUGH 1961-1962)
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FIGURE 6
EXPENDITURES FOR CONTRACTUAL SERVICES OF THE LOUISIANA STATE VOCATIONAL 
TECHNICAL CURRICULUM LABORATORY FOR THE FISCAL YEARS 
1948-1949 THROUGH 1961-1962
(BASED ON NATCHITOCHES TRADE SCHOOL, NATCHITOCHES, 
LOUISIANA, BUDGET REQUESTS TO THE STATE 
BOARD OF EDUCATION FOR THE FISCAL 
YEARS 1948-1949 THROUGH 1961-1962)
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Travel expenses for the same period are illustrated in 
41
Figure 7. Expenditures for travel have ranged from less
than one hundred dollars in 1956-1957 to fourteen hundred
dollars in 1961-1962. The expenditures of the Laboratory
for materials and supplies for the past fifteen years are
42
presented in Figure 8 . Expenditures for supplies have 
been fairly consistent over the past seven years with an 
average annual expenditure of approximately thirteen thousand 
dollars.
Figure 9 reflects the equipment purchases of the
Louisiana State Vocational-Technical Curriculum Laboratory
48
for the fiscal years 1948-1949 through 1961-1962. There 
were no expenditures during the fiscal years 1953-1954 and
1960-1961. However, there have been appropriations and 
expenditures for equipment purchases during the remaining 
years and the writer feels that the provision of the criterion 
exists extensively.
There were no budgetary allocations for major repairs 
in the annual budgets for the fiscal years 1948-1949 through
,  ^ ii/i.
1961-1962. Until 1957* the Laboratory was provided housing
in the Natchitoches Trade School. In 1957* a building was
rented which provides space for the physical plant apart
48from the Natchitoches Trade School. J  Since this building
in 42 48 4441Ibld. Ibid. Ibid. Ibid.
45Contract for lease of property, corner Fifth and 
Touline Streets, Natchitoches, Louisiana, dated July 1, 1957* 
approved by State Board of Education, August 2, 1957*
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TRAVEL EXPENSES OF THE LOUISIANA STATE VOCATIONAL-TECHNICAL
CURRICULUM LABORATORY FOR THE FISCAL YEARS
1948-1949 THROUGH 1961-1962
(BASED ON NATCHITOCHES TRADE SCHOOL, NATCHITOCHES, 
LOUISIANA, BUDGET REQUESTS TO THE STATE 
BOARD OF EDUCATION FOR THE FISCAL 
YEARS 1948-1949 THROUGH 1961-1962)
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FIGURE 8
EXPENDITURES FOR MATERIALS AND SUPPLIES OF THE LOUISIANA STATE VOCATIONAL- 
TECHNICAL CURRICULUM LABORATORY FOR THE FISCAL YEARS 
1948-1949 THROUGH 1961-1962
(BASED ON NATCHITOCHES TRADE SCHOOL, NATCHITOCHES, 
LOUISIANA, BUDGET REQUESTS TO THE STATE 
BOARD OP EDUCATION FOR THE PISCAL 
YEARS 1948-1949 THROUGH 1961-1962)
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FIGURE 9
EQUIPMENT PURCHASES OF THE LOUISIANA STATE VOCATIONAL-TECHNICAL CURRICULUM 
LABORATORY FOR THE FISCAL YEARS 1948-1949 THROUGH 1961-1962
(BASED ON NATCHITOCHES TRADE SCHOOL, NATCHITOCHES, 
LOUISIANA, BUDGET REQUESTS TO THE STATE 
BOARD OP EDUCATION FOR THE FISCAL 
YEARS 1948-1949 THROUGH 1961-1962)
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is not owned by the Laboratory, there have been no budgetary 
allocations for the purpose of major repairs.
31. The final decisions to make expenditures within the 
approved budget rests with the laboratory director. .__3_
Expenditures of state funds are regulated by the 
Division of Administration in complying with the statutory 
laws of the State of Louisiana. Guidelines for the expendi­
tures of state monies have been set forth in the State of 
Louisiana Purchasing Manual.^  Within these statutory 
limitations, the final decisions to make expenditures within 
the approved budget rests with the Laboratory Director.
32. Budgeted allotments are available to the director 
throughout the y e a r .................................. ..
Quarterly warrants are drawn against the State General 
Fund with the approval of the Division of Administration to 
provide operating monies for the Laboratory. Budgeted allot­
ments are available to the Director on a quarterly basis 
throughout the year.
Section V. Physical Plant and Equipment
33. The physical plant of a state-wide curriculum laboratory 
is:
a. provided permanent housing centrally located
in relation to correlated offices ...............  2
b. arranged so that a minimum staff is needed. . . 3
c. of sufficient size to provide good working
conditions.........................................  3
d. planned for year-round air conditioning ............3
e. equipped with floor covering of approved
material...........................................  0
f. adequately lighted................................... 3
g. accoustically treated to permit good
working conditions................................  0
^E. Guy Martin, State Purchasing Officer (comp.), 
State of Louisiana Purchasing Manual (Baton Rouge: Office of 
the Governor, Division of Administration, 1957).
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The Laboratory Is located In a leased building, see 
Figure 10, which Is centrally located to the twenty-seven 
state-operated trade and vocational-technical schools. Study 
of Figure 10 reveals the physical arrangement of the building 
and indicates its size. Air conditioning and central heating 
have been Installed for year-round air conditioning. The 
addition of floor covering on the concrete floors would be 
desirable. The building is adequately lighted with fluo­
rescent fixtures. No accoustical treatment was given the 
building.^
34. The physical plant of a state-wide curriculum
laboratory contains:
a. a conference room  .......................... 2
b. an office for staff members........................ 3
c. a workshop for use of staff actually engaged
in constructing learning materials................. 3
d. a preview room for teaching aids.................... o
e. a library facility for books, manufacturing
publications, trade Journals, and Instruc­
tional materials from other states. ............... 2
f. a workroom for typing, printing, and other
types of reproduction.............................. 3
g. a workroom for binding and packaging. . . . . .  3
h. storage space providing protection from
dust and climatic change............................2
i. provisions for possible expansion ..................0
Figure 11, Equipment Layout of the Curriculum Laboratory, 
illustrates the detailed arrangement of work space and the 
equipment. Conferences are held in the office. The office 
is available for staff members. The areas designated "office" 
and "clerical section" provide a workshop for the use of the 
staff actually engaged in constructing learning materials.
^Appendix F. Rental Space Inspection and Evaluation 
Record, Division of Administration, State of Louisiana, dated 
June 26, 1957.
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The need for a preview room for teaching aids exists. There
is some provision for library facilities in the form of book
shelves. The "press room" and "clerical section" provides
space for typing, printing, and other types of reproduction.
Space for binding and packaging is provided in the "clerical
section" and the "storage and shipping department." Storage
bins are provided which to some extent provide protection
from dust and climatic change. Since all available space
is utilized, no provisions for possible expansion exists.
35- The curriculum laboratory staff participates in 
planning any changes in or additions to the 
physical plant and equipment of the laboratory. . . . ■
In an organizational structure involving ten full-time 
employees, close relationships between the staff and supervi­
sor exist. Members of the staff are involved in planning
those changes affecting themselves as a standard administrative 
practice.
36. A state-wide curriculum laboratory:
a. is equipped for composition of instructional 
materials............................................ 3
b. is equipped to provide art work and 
illustrations for instructional materials. . . 3
c. is equipped to reproduce instructional 
materials............................................ 3
d. reproduces materials by more than one method,
i.e. own printing facilities and outside
or commercial printers . ............................ 3
e. is equipped to collate or assemble
instructional material...........................__
f. is equipped to bind instructional materials. .
g. is equipped to store instructional materials . ._
h. is equipped to distribute instructional
materials..........................................  3
Figure 12, Typist Desks and Equipment, Illustrates 
some of the equipment available for composing Instructional 
materials. Figure 13, Drafting Desk and Equipment, Figure 14 
Copy Stand and Equipment, Figure 15, Enlarger and Darkroom 
Equipment, and Figure 16, Copy Camera and Arc Lamp, depict 
equipment available for art work and illustrating instruc­
tional materials. Figure 17* Copying Machine For Proof 
Copies, Figure 18, Vertical Camera and Platemaking Equip­
ment, Figure 19, Offset Printing Equipment, and Figure 20, 
Press Room and Equipment, provide examples of equipment 
available for reproducing instructional materials. The 
Laboratory reproduces almost all of its materials. The 
Printing Department of the Natchitoches Trade School sets 
some brochures on the Linotype and provides reproduction 
proofs as well as printing some small items such as envelopes 
cards, and other small forms. The Curriculum Laboratory is 
equipped to collate instructional materials as Bhown in 
Figure 21, Collating Equipment. Figure 22, Wire Stapling 
Equipment and Figure 23, Paper Drill and Plastic Binding 
Equipment, depict equipment used by the Laboratory to bind 
instructional materials. Figure 24, Instructional Material 
Storage Bins, illustrates the storage facilities of the 
Laboratory. There are six rows of these bins as shown 
in Figure 11. The Curriculum Laboratory is equipped to 
distribute its instructional materials. Figure 25*
Shipping Desk, illustrates the distribution section of the 
Laboratory.
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T ypist D esk sIBM E lec tr ic  T yp ew riters F ilin g  Cabinets
Edison V o icew riter  /  T h erm o-F ax  Copying M achine
A ssem b ly  T abls
FIGURE 12 
TYPIST DESKS AND EQUIPMENT
DRAFTING DESK
Universal Drafting Lamp Hamilton Drafting Dark
Diatsgan PowaraaarDrafting Equipmant
Air Brush Inks Wold Air Bruah
FIGURE 13 
DRAFTING DESK AND EQUIPMENT
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COPY
STAND LIGHT
TABLE
Busch 4x5 Pressm an Model
 Sm ith-Victor Floodlamps
J L Hamilton Steel F iles  (12 drawers)
Hamilton Tracing Table
Burke 4t Jam es Copy Stand 
FIGURE 14 
COPY STAND AND EQUIPMENT
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CABINETS
\\
* L \
\
- C .
18 x 22 Developing Trey\ \
T \
m y
Developing Tanks \  Easels
G, E. Interval Time Clocks Towel Dispenser
T
80mm Enlarging Less
138mm Enlarging Lens
Film Drying Line Simmon Omega Variable Enlarger Master Time-O-Ldte
With 101mm Lens
Photographic Film s, Filters and Papers 
FIOURE 1^
ENLARGER AND DARKROOM EQUIPMENT
ARC-LAMP ARC-LAMP
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Multilith 15 A m p .  A r c  L a m p Multi 11 th 11 x 14 Copy C a m a r a
FIGURE 16 
COPY CAMERA AND ARC LAMP
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w m m s m m m
TYPIST DESK
COPYING
MACHINE
Snopake Correction Fluid 
Snopake Thinner 
Typist Desk
T h e r m o  Fax Copy Paper 
Filing Cabinets ■
  T h e r m o  Fax Copying Machine
Remington Rand Line-a-time
FIGURE IT
COPYING MACHINE FOR PROOF COPIES
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EKTALITH
EQUIPMENT
KENRO C A M E R A
Kenro C a m e r a  - Vertical '18* Ektalith L oad er-P roceeeor
Ektalith Transfer Unit Model 1 
FIGURE 18
VERTICAL CAMERA AND PLATEMAKINQ EQUIPMENT
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OFFSET PRESS
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Work Table
Hand Cleaner
Supervisor's Desk
1250 Offset Press
Cabinet
2066 Offset Press Toerel Dispenser
FIGURE 19 
OFFSET PRINTING EQUIPMENT
storase shelves
1275 OFFSET PRESS
•250 
.OFFSET PRESS
1250 
OFFSET PRESS
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I
Model 1522 Multigreph Folder 1275 Offset Press
1250 Offset Press Wests Cen Storsge Shelves
Reg Cen 1250 Offset Press
FIGURE 20
PRESS ROOM ARC EQUIPMENT
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KEMIO 
CAM IMSTITCHERMOT-COLD
COOLER
COLLATOR
Weetinghouee Hot and Cold Water Fountain Collator Kenro C a m e r a
Collating Table
Frigidaire 5 Ton Air Conditioner
Bathroom Boetitch Wire Stitcher Model 7
 I
FIGURE 21
COLLATING EQUIPMENT
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COOLER
STITCHER
Stitcher Table Frigidaire 5-Ton Air Conditioner
Weatinghouee Hot lc Cold Water Fountaih Boatitch Wire Stitcher Model 7
FIGURE 22
WIRE STAPLINQ EQUIPMENT
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CABINET
PAPER
DRILL CABINET
— Ektalith T rim m er "Combo" Binding M achine —
P aper D rill Cabinet
FIGURE 23
PAPER DRILL AND PLASTIC BINDING EQUIPMENT
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•ULK PAPER 
•TORAOE PLATFORM
PAPER
CUTTER
CURRICULUM MATERIAL
Bulk PaperWaste Can
Style 193 Challenge Paper Cutter Curriculum Material Storage Bias
FIGURE 24
INSTRUCTIONAL MATERIAL STORAGE BINS
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ST0RA8E
CLOSETWRAPPING TABLE VERSA PRINTER
iORESSOORAPH
Storage ClosetWrapping Paper
Addreasograph
V ersa Prin ter
Shipping Desk
Wrapping Table 3" Gummed Wrapping Tape
— Curriculum M aterial Stamping Equipment
FIGURE 25
SHIPPING DESK
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Section V I . Instructional M a t e r i a l s .
37. The personnel of a state-wide curriculum laboratory 
develops student materials which Include:
a. Job Instruction manuals and/or s h e e t s ...............
b. operation manuals and/or sheets
c. Information manuals and/or sheets................. 2
d. study assignment manuals and/or sheets ........... 3
e. experiment manuals and/or sheets ................. 2
f. tests, part of Instruction sheets and/or
separate...........................................  2.
Job sheets for students are provided In most of the 
day trade preparatory courses. Figure 26, Job Instruction 
Sheet, Is a sample of a typical student job sheet. Operation 
manuals or operation sheets are Included as a part of the 
Job sheets and are not a separate Item carried by the Labora­
tory. Figure 27, Information Manual Sheet, and Figure 28,
Job Information Sheet, represent specimen sheets of student 
Information manuals and Job information sheets. Figure 29, 
Study Assignment Sheet, and Figure 30, Related Study Assign­
ment Sheet, illustrate two types of student assignment sheets 
available from the Laboratory. Figure 31, Experiment Manual 
Sheet, Is a sample sheet from an experiment manual produced 
by the Laboratory. Figure 32, Related Study Test Sheet, and 
Figure 33, Unit Test Sheet, Illustrate two types of student 
tests produced by the Laboratory.
38. The personnel of a state-wide curriculum laboratory
develop materials for instructors and supervisors
which include:
a. bibliographies ................................
b. administrative and curriculum bulletins. . . .
c. course outlines................................
d. manuals and handbooks.........................
e. progress charts................................
f. trade and Job analyses .......................
g. teaching aids..................................
h. study guides for teacher trainers.............
2
T
TT 
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Unit No. XI
Generators and Regulators
Procedure (Contd.) Voltage Regulator Test
There are two methods of 
ohecklng the voltage set­
ting of the voltage regulator.
1. The Plxed Resistance 
Method
2. The Variable Resistance 
Method
Job Sheet No. 2 
Page 3 of 7
The Plxed Resistance 
Method
11. Disconnect the lead 
from the battery termi­
nal of the regulator and 
connect a 3/4 ohm fixed 
resistance for 6 V sys­
tem and 1 1/2 ohms for 
a 12 V system, from the 
"Bat." terminal of regu­
lator to ground. Connect 
the positive lead of a 
voltmeter to the battery 
terminal of regulator and 
negative lead of volt­
meter to ground. (Por 
positive ground system, 
reverse the leads.) See 
Pig. 5.
12. Start engine and run at 
about 1500 R.P.M and 
note voltage regulator 
setting. Refer to Ref. 1 
for specification.
13. Adjust by Increasing the 
spring tension to Increase 
the voltage or decrease 
the spring tension to de­
crease the voltage. See 
Pigs. 6, 7 and 8.
TO MCMAM 
VOtTAOt
TO 
W CM A H
VOtTAO*
Pig. 7
M
Ml.
Pig. 5
-ADJUSTING SCRCW
TIMM TO ADJUST SfTTMG
Pig. 6
CURRENT REGULATOR
VOLTAGE REGULATORCUT OUT RELAY
FIGURE 26
SPRING HANGERS
Pig. 8
JOB INSTRUCTION SHEET
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Pig. 2
FIGURE 27
INFORMATION MANUAL SHEET
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Unit 1 
Furniture
J.I.3. No. 1-A 
Page 5 of 27
In starting the cut* place the 
heel of the saw in position at a 
45° angle, (Fig. 11).
Fig. 11
Fig. 12
Pig. 13
Courtesy of H. Disston & Sons, Inc.
Qrip the saw handle with your right hand with right Index 
finger along the side of the Baw handle (Fig. 12). Begin the 
cut with a short back stroke, (Fig. 13). Note also the position 
of the left thumb. Once the saw has started, use full length 
strokes, (Fig. 14). Move the left hand to a position a few 
inches clear of the work but continue to hold work with it 
(Fig. 15).
Fig. 14 
Courtesy of Henry 
Disston St Sons Inc.
Fig. 15 
Courtesy of U.S. Steel
FIGURE 28
JOB INFORMATION SHEET
Fig. 16 
Courtesy of Henry 
Disston & Sons Inc.
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RELATED STUDY ASSIGNMENT NO. __1£
RATING TIME
ULUKFRllfT HEADING
N«m  of Textbook Student Study Guide
1
Paxes to study Unit JIJ4 A-i
Problems to Do CheckTest
MATHBU tics
Faxes to study ^
Problems to Do *-17. n i »
LAydtff
Faxes to study f^l-lin
Problems to Do kiL kI in
HAND PROCESSES
Name of Textbook Wena
Paxes to Study ET-It —  tundimr
Questions to Answer
HAcmm mocsssss
Name of Textbook Safe_Work Practice In Sheet Metal Work
Faxes to Study 14-2J.
TESTS:
Name or No. of Test Parallel line test problem
Problems to Do No. 3. 90u T-Unequal Diameters
FIGURE 29 
STUDY ASSIGNMENT SHEET
104
NAME: UNIT 1,111
DATE: N.S.A. M . - & -
MAE— Of —
LM itU nt SUt« Voc*ti«n*I-’Technical Sckoeli
R A D IO - T E L E V IS IO N  - ELEC TR O N IC S
Study A.C. Trlode Tubes
Introductioni
Although basioally the operation of the D.C. and A.C. type 
tubes are the same. It will be of Interest and value to see the 
physical differences between the two types. Modern home radio 
and television sets nearly all employ A.C. type tubes, with the 
possible exception of the portablesj even the automobile radios, 
which are supplied by six volts D.C. from the car battery, use 
standard A.C. type tubes. You will now learn how these tubes 
are constructed and how they operate.
Study the following;
References;
1. Marcus, Abraham, RADIO SERVICING, McGraw-Hill Book Co., 
Inc., In chapter on "The Electron Tube" study article 
on "Trlodes."
2. WatBon, Welch and Eby, UNDERSTANDING RADIO, McGraw- 
Hill Book Co., Inc.,
A. In chapter on "Alternating-Current Receiving Tubes" 
study articles on:
1. How Tubes for Alternating-Current Circuits 
are Constructed.
2. How the Heater-Cathode Type of Tube is 
Constructed.
Define:
Thermal Inertia High MU Tube
Octal Low MU Tube
Questions;
1. Why does an indirectly heated cathode type tube not hum 
when used on A.C.?
2. What is a loctal type tube?
3. What is the plate resistance of a tube? Why are some
high?
4. What determines whether a tube Is high or low MU?
5. How do you find the mutual conductance of a tube?
6. In what units is the mutual conductance expressed?
7. What is the cut off point of a tube?
FIGURE 30
RELATED STUDY ASSIGNMENT SHEET
105
L e u u ia n *  S t t t c  V o c a t io n a l " T e c h n ic * )  School*
Technical Science
EXPERIMENT XII 
HEAT AND EXPANSION 
I. Study text, pages 253-281.
II. Experiments.
Part A
Objecti To observe the effect of 
heat on metal.
Apparatust 
burner.
Ring and ball, alcohol
Procedure! Try to pass the ball 
through the ring. Now, light the 
burner and heat the ball by the 
flame from the burner.
When hot, will the ball go through 
the ring aa It did when cold? ____
P.27
BALL COLD BALL HOT
How do you explain thlQ?
RING AND BALL EXPERIMENT
Part B
Objectt To study an application of the coefficient of ex­
pansion for metals (Thermostat).
Apparatus: Electrical power unit, alcohol burner, board with
mounted thermostat model, mounted wires, receptacle and bulbs,
Procedure: Connect the two wires from the board to the D.C.
power supply as per diagram, Figure 13- Do the bulbs 
light? ____________________
HEAT APPLIED 
HERE J D.C.#
FT*. 13
FIGURE 31
EXPERIMENT MANUAL SHEET
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Unit V R.S.A. 4
Steering and Pront End Alignment Page 1 of 1
TEST SHEET
Principles of Pront-End Oeometry
Student's Namet Date i Grade:
Completion Items
Dlreotlons: The following are completion statements. In
the statements you will find letters where the correct 
answer should be. Place the correct answer In the paren­
theses at the end of the statement.
1. Pront wheels are tilted outward at 
the top and Inward at the bottom; 
this is called (a).
2. When the front wheels are drawn 
slightly together In the front 
this Is called (a).
3. The accuracy of the steering geome­
try Is governed by the condition of 
the (a).
4. The backward tilt of the kingpin 
in line with the car movement Is 
called (a), and this tends to keep 
the front wheels (b).
5. The Inward tilt of the kingpin Is 
known as (a).
6. The mechanics of keeping the front 
wheels In proper alignment when 
turning Is known as Ta).
7. When turning a curve the inner 
front wheels must (a) more than 
the outer.
6. Where wheels are cambered, (a) Is
given the wheels In order to reduce 
tire wear.
9. If a car has proper (a) the wheels
will right themselves after a turn 
Is made and pressure on the steering 
is released.
1. (a.
3.
4.
5.
6.
2. (a.
( =
a.
F T
£
1 =
7. (a-
8. (a.
9. (a.
FIGURE 32
RELATED STUDY TEST SHEET
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Machine Shop Page 8 of 15
Unit I
Bench and Floor
Unit Test I (Cont'd)
Part III
11.
13.
12.
14.
i i i 1 1 i i I M i l l
15.
FIGURE 33
UNIT TEST SHEET
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Bibliographies are developed for each course of
Instruction and this list is Included in the student
48material as well as in the Catalog. No general bibli­
ographies are maintained. Administrative bulletins are 
not extensively developed for all schools but some curric­
ulum bulletins are provided for some of the schools. Figure 
34, Curriculum Bulletin Sample Sheet, will illustrate this 
type of bulletin. Course outlines are provided as a part of 
the courses provided by the Laboratory. Figure 35» Course 
Outline Specimen Sheet, is an example of the course outlines 
furnished. An instructor's manual was developed for the 
Cabinetmaking Course^ but this practice is not extensive. 
Progress charts are provided for day trade preparatory and 
apprentice training c o u r s e s . a typical progress chart is 
depicted as Figure 36, Specimen Progress Chart. Trade and 
Job analyses are provided to some extent. A specimen sheet 
of the type provided is illustrated in Figure 37* Job Analysis 
Specimen Sheet. Teaching aids in the form of black-and-white 
and color slides are provided in several courses. These 
courses were cited earlier in this chapter. Study guides 
for teacher-trainers are not provided by the Curriculum 
Laboratory. This may indicate again a lack of co-ordination 
between the Laboratory and the teacher-training institutions 
of the State.
4ft^ Catalog, loc. cit. 
49Ibid. 5°Ibid.
MACHINES
All machines are of the type used by industry so 
that all students will acquire a degree of skill required 
of him in industry. Compression strength and tensile 
strength are some of the properties of building mate­
rials taught.
Ouckib Valley 
Vocaiioul-Teckiinl School
WEST MOHSOE: LOUISIANA
The purpose of this booklet is to ocquoint you with 
the mony and rapidly increasing number of career 
opportunities for q u a l i f i e d  persons in the sub- 
professionol field of Civil Engineering. It is intended as 
on aid to high school administrators, guidance coun­
selors, supervisors, senior students, and out-of-school 
youth and adults who e x p e c t  to seek full-time 
employment.
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R.S.A.
R.S.A*
R.S.A.
R.fl.A,
R.S.A.
RADI0-THWI8X0N 
Trad# Preparatory
C Page 4 of 10
Outline (Continued)
Chit IV - AI/TERNATINO AMD DXRMOT CURRENT (Continued)
R.S.A. 2A- Phase Relationship of Voltage and Current in 
an Inductor or Coil 
R.S.A. 2B- Study A.C. Measuring Instruments 
Job 2 - Determine Inpedanoe and Induotanoe of a Coil
Job 3 “ Show Phase Relationship and Voltage and
Current in an Industbr or,Coil
Chit V  - CAPACITANCE
1 - Study Color Code as Applied to Capaoltors
1 - Identify Capacitors by Color Code
2 - Study the Capaoltanoe or Condenser Tester
2 - Use Capacitor Tester 
2A- Study of Capacitance 
2A- Measure and Calculate Condenser Values
3 - Capaoltors and Time Constants
3 - Determine the Time Constant of RC Clroulte
4 - Capaoltanoe in A.C.
4 - Study Effect of A.C. A D.C. on Condensers
Chit VI - RESISTIVE* CAPACITIVE, AND INDUCTIVE CIRCUITS 
R.S.A. 1A- Time Constants of L. R. Clrouits 
R.S.A. IB- Resonance'
Job 1 - Determine frequency of R.C.L. Series Circuit
Job 2 - Determine Resonant Frequency of R.C.L. Parallel
Circuit
Chit VII - POWER SUPPLIES
1A- Study Eleotron Action in Diode Tube 
IB- Study Diode Tube Rectifier
Build and Study a Vacuum Tube Rectifier 
Study Reotlfler Filters 
Construct Filter for Reotlfler 
Study the Diode Tube as a Deteotor 
Diode Detector 
Study the Trlode Tube 
Study A.C. TTlode Tubes 
Study Characteristics of Trlode Tube 
Study the Tetrode and Pentode Tubes 
^Determine Characteristics of Pentode Tube 
Study thS Vaouum Tube Voltmeter 
Compare Voltmeter and Vaouum Tube Voltmeter 
Induced Voltage by the Current Charge in a 
Vacuum Tube
AC Power Supply for AC DO Portable 
Build an A.C. Power Supply for a 3-Way 
Portable Radio
FIGURE 35
COURSE OUTLINE SPECIMEN SHEET
R. S. A.
R.S.A.
Job 1 ■
R.S.A. 2 ■
Job 2
R.S.A. 3
Job
R.S.A. 3*:
R.S.A. 4B
Job 4 ■
R.S.A. 5
Job
R.S.A.
Job 6
Job 7
R.S.A. 8
Job 8
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SPECIMEN PROGRESS CHART
SHEET 
NO.
MACHINE SHOP 
UNIT I
Jobs
Make 2 Teaplets f* x X X * A X X X I X
Fit t dlb Key j X X
Hake a Drill Gauge i* X X X X X x 1 X X X
Hake X. S. Calipers |* H X X|X X x! X x i X X X X X X
hake O. S. Calipers Jx X X X J X X < 1 X x ! X X X X X X X
Hake a Steel Square 1» X X xl* X * X X I
Hake a Tap Gauge ] * X X5 X ' X t X A 1 T  : X X X
Hake a Tool Post Wrench j t X X ! X ; X X X X * t x  k : * t X X X X X
Block «lth Stud j x X x! if i v [ x X ' ' *! i X X X X
Hake a Babbitt Split Bearing ; 1 i 1
X X X X X X X
Hake a V-Bolt A X X X * X ! i! x X X X
Hake a Lap-Joint 1C ! . ! 1 [ .1 1 X X X X
Hake a Center Punch X ! i 1 X ! Tx X X x! X t
Hake a Flat Chisel X 1 ' X 1 , 1 Xi I * X X X X X X X
Hake a Bolt and Nut Tray K t X h 1* i * i : t 1 * X X X X
Oil fcover X X X; X j * X X 1
1Connector Link X x xl X *! *1 jl X X i J* « 1
S$re bolt TTT *1 * X X X xl T  j ! X X X 1 X
Outlet Karl fold tjrx * X X X 1 — X T X X 1 I X
Hake Angle rtate « « X *1 X X
I
1 X M X X
Bid Cover X X x! X X X X X X X f ■
C-Clasp jx X X X X X X X X X X X K X 1*
Strap Ciaaip 1 x X X X X X X X I X X X 1 X
Bid Wrench 1 * X X X X X A X X X 1
Reaove fareken studs 1 x X X X
Shaft Bearing J x X K X X X X X
Transformer Plates i x X X X X
-■
X X
-
X
-■
—
X
-
—
— —
X
Colton Bape 1 x i X X X
Connterahaft Bearings J x i 1 X
J i i i 11 1
FIGURE 37 
JOB ANALYSIS SPECIMENT SHEET
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39- The personnel of a state-wide curriculum laboratory In 
developing a course of study:
a. establishes the aims of the course................  2_
b. analyzes the occupation or course area for
teaching content...................................  2_
c. selects the units from the analysis best suited
to attain the objectives of the course.............
d. arranges the subject matter for teaching into
manipulative skills and related information . . .__2_
e. selects typical projects, Jobs, and activities 
which involve the basic operations and provide 
for the teaching of essential topics of
related information .................................
f. develops written instruction sheets to
supplement instruction............................. 3
g. selects teaching aids, devices, and methods . . 3
h. selects textbooks and references for use with
the course..........................................  3.
i. determines and develops evaluative devices. . . 3
J. plans the final format, writes and assembles
the course..........................................  2.
k. tries out the course in tentative form prior to
publication and revises the course as it is
being used..........................................  3
1. keeps the course up-to-date ...........  . . . .  2
The aims of the course are included in some of the 
courses of instruction, e.g., Figure 38, Specimen Sheet 
Listing Objectives. The occupations or course areas are 
analyzed for teaching content and teaching units are estab­
lished. The subject matter for teaching is arranged into 
manipulative skills and related information. Typical Jobs 
are selected according to these analyses. Figure 39* Specimen 
Sheet of Jobs and R.S.A. Analysis, and Figure 40, Specimen 
Sheet of Jobs and Operations Analysis, provide illustrations 
of the above statements. Written instruction sheets are 
developed; refer to Figure 26, Job Instruction Sheet.
Teaching aids, devices, and methods are selected; 
refer again to Figure 26. Textbooks and references for use 
with the course are selected; refer to Figure 30, Related
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introduction
I. Definitions:
A. Clinical Instruction Is that part of the total planned 
Instructional program which occurs during the student's 
clinical experience In the affiliating hospitals.
B. Formal Class, as referred to In Clinical Instruction,
Is planned Instruction conducted In a classroom or 
specified area In the hospital.
C. Ward Class Is planned Individual or group conferences 
conducted at the bedside of the patient or In a speci­
fied place on the service.
II. Objectives:
A. To provide the student with specific lnfoimatlon of 
the patient's nursing problems, thus preparing her or 
him to give effective nursing care.
B. To assist the student to recognize and understand the 
scope of the practical nurse's activity In each 
clinical field in a team relationship with professional 
nurses and other co-workers.
C. To assist the student to appreciate good Interpersonal 
relationship with co-workers.
D. To help the student evaluate the effectiveness of the 
nursing care she or he gives the patients.
III. Introduction:
Every practical nurse student needs Instruction during 
the clinical experience in the hospital to prepare her or 
him to give efficient care In the hospital or In the home.
•Hie learning experiences are selected from the Medical, 
Surgical, Maternity, and Pediatric Services; from the Men­
tally 111, Communicable Disease, Poliomyelitis, Urology, 
Orthopedics, Oynecology, Geriatric, Diet therapy, and 
Central Supply Services when available.
Formal classes should be conducted daily, Monday through 
Friday, and Ward classes should always follow the related 
formal class. The class schedule should lend Itself to 
change when an acutely ill patient's nursing problem pre­
sents a good teaching opportunity.
All students in a class are required to attend the 
formal classes. A ward class at the patient's bedside 
could be conducted by dividing the class. Only a limited 
number can stand around the bed to the best advantage and 
the patient's condition has to be considered. The Clinical 
Instructor selects the patient and secures permission from 
the patient and the patient's physician. *lhe Head Nurse 
and/or Supervisor should share in planning the program.
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Study Assignment, and Figure 29, Study Assignment Sheet.
Evaluative devices are developed; refer to Figure 32, Related
Study Test Sheet, and Figure 33, Uhlt Test Sheet.
The final formats are determined; the courses are
51written and assembled. Courses are tried out In tentative
form prior to publication, e.g., the Small Engines Course
was tested in the Small Engine Shop of the Shreveport Trade
School and the first revisions made while the course was
only thirty per cent completed. Most of the courses are
revised periodically (approximately every three years) in
an attempt to keep the courses up-to-date.
40. Instructional materials developed in a state-wide 
curriculum laboratory intended for use on a state­
wide basis follows a standardized format with all 
instructional material of a given type following a 
single pattern..........................................  2.
In most of the courses prepared for day trade prepara­
tory training programs, student materials are in three cate­
gories: Job sheets, related study assignments, and related 
study tests. For the apprentice training programs, related 
study assignments and related study tests are developed. The 
formats of these materials follow the same organizational 
pattern. TTie materials developed for the trade extension 
training and supervisory training programs follow the same 
general organizational structure throughout, differing how­
ever from the apprentice and trade preparatory materials.
51Ibid.
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41. Agreement on Inter-state standardization of formats
the goal of a state-wide curriculum laboratory. . 2
Requests for instructional materials produced by the
Louisiana State Vocational-Technical Curriculum Laboratory
from other states and foreign countries have increased
recently. The invoice file of the Curriculum Laboratory
52adequately reflects these sales. Standardization of formats 
would make these materials more usable by the recipients. This 
problem might well be considered by the National Professional 
Curriculum Committee. This suggestion was noted in the gen­
eral comments from one of the respondents to the questionnaire 
form in Chapter II of this report.
42. A state-wide curriculum laboratory:
a. sells instructional materials out of the
s t a t e ............................................ 3
b. sells instructional materials at a price 
based on the cost of development, composi­
tion, reproduction, and distribution ........ 2
Instructional materials are sold outside the State of
Louisiana at the price of $2.00 per volume. This price is
comparable to prices charged by other states-^ for their
instructional materials and to some extent reflects the cost
of development, composition, reproduction, and distribution.
This figure could not be justified entirely as each course
52In the current fiscal year, sales receipts in excess
of $1,000.00 were received by the Laboratory.
53Letter from Frank Howard, loc. cit.
s4^ Curriculum Materials For Trade and Industrial 
Education^ IT S. Department of Health, Education, a n d W e1fare, 
Vocational Division Bulletin No. 297* T & I Series No. 74 
(Washington: Government Printing Office, 1961).
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required a different amount to be developed. Arbitrarily, 
an average cost figure of $2.00 is set.
43. To promote the use of its instructional materials,
a state-wide curriculum laboratory:
a. publishes a catalog of its instructional 
materials..........................................  2.
b. uses direct mailings of catalogs and other 
promotional m a t e r i a l .............................  2
c. contributes magazine articles in the 
professional and trade Journals.................. 0
d. conducts instructional materials workshops
for trade and industrial personnel................  0
The Curriculum Laboratory publishes a Catalog^ Qf 
its instructional materials and distributes this catalog 
to all of the directors of the state-operated trade and 
vocational-technical schools as well as to state liaison 
persons for trade and industrial education information. No 
magazine articles are contributed by the Laboratory personnel 
to the professional and trade Journals nor are instructional 
materials workshops for trade and industrial personnel held 
on a state-wide basis to promote the use of its instructional 
materials.
Section VII. Evaluation.
44. The curriculum laboratory director and other 
employees conduct a continuing appraisal of 
the quality of services being rendered ................2
Through evaluation questionnaires, craft committees, 
communications with directors and instructors, and personal 
interviews, the Laboratory personnel conduct a continuing 
appraisal of Its instructional materials. By means of
55catalog, loc. cit.
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conferences In the Laboratory with manufacturer's representa­
tives to appraise current production techniques, the Labora­
tory personnel attempt to evaluate and improve the mechanical 
quality of its materials. No formal practice or device exists 
to appraise the other services rendered by the Laboratory.
45. Evaluative appraisals should be based on records, 
inspections, personal conferences, and co-operative 
evaluation of performance and relationships........... 2
Civil service employees are rated by the Director of
the Laboratory according to the regulations set by the
Louisiana State Civil Service. This is an annual rating
which becomes a part of the permanent personnel records
57of the civil service employee.
46. In the evaluation of instructional materials, a 
state-wide curriculum laboratory:
a. utilizes members of advisory committees............ 3
b. utilizes state supervisors and state
teacher trainers ....................................1
c. utilizes the director and instructional
staff of the local programs......................... 3
Members of advisory committees are utilized extensively 
in the evaluation of instructional materials. Figure 41 illus 
trates a form letter developed by the Laboratory and used in 
selecting members of 3tate craft advisory committees for the 
purpose of evaluating instructional materials. Figure 42 
is an example of an actual cover letter used when reporting
^Appendix G. Standard Rating Report, Department of 
Civil Service, Baton Rouge, Louisiana, Form S. F. 15R, dated 
January, 1958.
^Personnel Files of the Natchitoches Trade School, 
Natchitoches, Louisiana.
STATt OP LOUISIANA 
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natchitochbs
October 17* 1957
Tiiipewi 
p* e. pm
Dear Slrt
We have decided to evaluate our existing course 
material, lhls will be done by appointing Craft Committees 
In each of the areas of training. Inasmuch as this Craft 
committee Is to be representative of the Instructors, we 
feel that each Instructor should have a part In selecting 
the Craft Committee members. We believe that the Craft 
Committee should oonslst of three people to review and 
recommend necessary changes In our present course In 
Welding. We want you to select three names from the 
enclosed list of Welding Instructors by encircling their 
names and placing this list In the enclosed addressed 
envelope. After we have received these nominations from 
each instructor we will appoint these selected persons 
to membership on this committee.
It Is our hope that you will use or at least consider 
the following criteria In your selection of committee members. 
They should be selected on the baslB of Craft proficiency, 
seniority as Instructors and geographical representation of 
the state and their willingness to work with the committee.
We shall certainly appreciate your cooperation and help 
In this committee selection.
Yours very truly,
T. B. Wof 
Director
TBWikc
FIGURE 4l
FORM LETTER USED WHEN APPOINTING CRAFT COMMITTEES
•TATE O f LOUISIANA
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NATCHITOCHES
March 26, 1958
T a. w o » o « .  OiMcioa ’* » ' « • «  ” *•
a. o. Ml 1 • T
TO: ADVISORY COMMITTEE MEMBERS
SUBJECT: WELDING CRAFT COMMITTEE MEETING
Enclosed Is the second report of the Welding Craft
*
Committee, We are attempting to develop an entirely 
new course of Instruction In this area. These enclo­
sures are presently recommended by the Craft Committee 
members. We are seeking a specialist who will furnish 
the balance of the material for the course. After 
this material Is prepared then another Craft Committee 
Meeting will be held. This report Is primarily to 
keep you abreast of this situation as It Is developing. 
We would appreciate your comments considering thlB 
material.
FIGURE 42
WELDING CRAFT COMMITTEE REPORT COVER LETTER
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the results of a craft advisory committee evaluation to the 
directors of the state-operated trade and vocational-technical 
schools.
In the evaluation of Instructional materials, state 
supervisors are utilized to a limited extent and teacher- 
tralners not at all. State supervisors are used in the areas 
of practical nursing, business training, and supervisory 
training programs.
The director and Instructional staff of the local schools 
are used extensively in the evaluation of their instructional 
materials. Figure 43, Evaluation Questionnaire For School 
Instructors, is forwarded to each instructor for the evalua­
tion of his instructional materials. The ratings, comments, 
and recommendations of the instructors are discussed with 
the local director and the completed questionnaires signed by 
both instructor and director are returned to the Laboratory.^8 
The evaluation results are published by the Laboratory^ and 
copies of this report are furnished directors and Instructors.
Summary. An evaluation was made of the administrative 
practices in a state-wide vocational-technical curriculum 
laboratory, the Louisiana State Vocational-Technical 
Curriculum Laboratory, according to criteria formulated by
-^Memorandum to Directors of the state-operated trade 
and vocational-technical schools, dated October 31» 1962.
Report On Evaluation Of Instructlonal Materials,
(Natchitoches: Louisiana State"lTbcatlonal-Technical Curriculum 
Laboratory, 1962).
QUESTIONNAIRE FOR SCHOOL INSTRUCTORS*
This questionnaire is intended to provide a basis for each Instructor 
in a state-operated trade and vocational-technical school to evaluate 
his instructional materials. Instructional materials are provided by 
the Curriculum Laboratory in individual training areas for courses 
operated for adults and/or secondary school students. The purpose of 
these courses is to provide skills or knowledge, or both, that will 
extend or improve existing occupational competency of employed persons, 
or that will prepare the students for gainful employment in a trade or 
industrial occupation.
Each instructor is asked to answer the questions listed below according 
to this code; 3. -- Indicates that condition or provision exists exten­
sively; 2 -- indicates that condition or provision exists to some extent;
1 -- Indicates that condition or provision is very limited; 0 -- indicates 
that condition or provision does not exist but is needed; N -- indicates 
that condition or provision is not desirable, or does not apply.
1. The objective of the course is well defined in terms of the 
occupation around which it is built.
2. There is an adequate outline of the course of study organized 
by major divisions, unit content under each, completion time 
for each major division and for the full course.
3. The objective and content of the course have been reviewed 
and approved by the craft advisory committee.
4. There is evidence that the course of study has been revised
periodically to meet new standards, practices, and develop­
ments in the occupation.
5. The instructor bases instruction on the planned course of 
study.
6. Students who complete the course are required to cover and 
attain satisfactory ratings in all units of the course.
7. The course of study is organized on a short-unit basis which 
makes it possible for a student to attain a degree of 
competency through the completion of any part of it.
8. Safety practices and methods are emphasized throughout the 
course, as necessary.
*A Procedure for Evaluatinn a Local Program of Trade and Industrial 
Education (Chicago: American Technical Society, 1952), adapted from pp.
33 - 45.
FIGURE 43
EVALUATION QUESTIONNAIRE FOR SCHOOL INSTRUCTORS
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QUESTIONNAIRE FOR SCHOOL INSTRUCTORS page 2
_____ 9. Individual difference! among students are recognized and
instruction is adapted to the needs of students on this 
basis.
  10. Contents of assignments have a definite value, and assign­
ments are completed in accordance with requirements and 
standards of the occupation.
  11. Work assignments are based on similar work done in the
industrial occupation.
_____ 12. Work methods are the same or akin to methods used in the
industrial occupation.
_ _ _  13. Machines (or apparatus) and other equipment meet standards
applied to similar equipment in industry.
  14. Instructional materials are available and used by individual
students covering construction and use of machines, tools, 
or apparatus.
  IS. Work assignment cards, containing specifications and
instructions, are available and used by individual 
students in performing their work.
COMMENTS on important factors affecting ratings:
RECOMMENDATIONS FOR IMPROVING INSTRUCTIONAL MATERIALS:
Title of course being evaluated:
Instructor's Signature Director’s Signature
FIGURE 43 (continued)
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the writer and rated by a national Jury of experts. The 
procedure involved listing the criterion, rating the criterion 
according to the evaluative scale devised in Chapter II and 
Justifying the rating given according to the best evidence 
available.
A recapitulation of the criteria ratings in the eval­
uation of the Louisiana State Vocational-Technical Curriculum 
Laboratory is listed In Table VIII. As a means of summarizing 
the results of the evaluation, the distribution of the ratings 
of the criteria are listed in Table IX.
TABLE VIII
RECAPITULATION OF CRITERIA RATINGS IN THE EVALUATION OF 
THE LOUISIANA STATE VOCATIONAL-TECHNICAL CURRICULUM LABORATORY
I. GENERAL OBJECTIVES
1. A state-wide curriculum laboratory provides Instructional
materials for:
a. apprenticeship programs..........................  3
b. day trade preparatory programs ................... 3
c. distributive education programs . ................. N
d. diversified occupations programs................... N
e. foreman or supervisory training programs.........  ^
f. public service training programs................... 2
g. trade extension training programs................ g.
h. technician training programs........................i
i. technical institute programs....................... n
2. A state-wide curriculum laboratory develops teaching 
aids, I.e., film strips, slides, charts, flannel- 
board cards, etc., for one or more of the above 
programs.................................................2
3. A state-wide curriculum laboratory develops and 
keeps up-to-date instructional materials formats 
for use throughout the Btate..........................__2
4. A state-wide curriculum laboratory maintains a 
library of vocational-technical books for major 
skilled occupations ............................
127
TABLE VIII (continued)
5. A state-wide curriculum laboratory acts as service 
agency to any occupation in the state that requests 
assistance In preparing instructional materials for 
the training program of a particular craft........... 2
II. EXTERNAL ORGANIZATION
6. The state board of education accepts and supports 
a state-wide curriculum laboratory a3 an integral
part of the trade and industrial education program. ._3
7. The state superintendent of education understands, 
accepts, and supports a state-wide curriculum 
laboratory as an integral part of the trade and
industrial education program.......................... 3
8. The program of a state-wide curriculum laboratory 
Is supervised by:
a. the state department of education................ 2
b, the state department of education and the teacher
training institutions of the state...............  0
9. A state-wide curriculum laboratory Is a part of the 
state department of education with the laboratory 
director an employee of the state department......... N
10. Selection of occupational fields in which instruc­
tional materials need to be developed is made by 
representative advisory committees made up of 
management, labor, and educators..................... _
11. Representatives from the state department of education 
and teacher training Institutions in working with a 
state-wide curriculum laboratory:
a. co-ordinate the activities of groups working 
common courses.................................... _
b. co-ordinate all course of study work as to 
general pattern and form.........................._
c. consult with committees, local supervisors and 
Instructors in the preparation of instructional 
materials........................................._
d. assist in supplying texts, references, aids, 
instructional materials, etc..................... _
e. take the lead in contacting state departments of 
education and teacher training Institutions of 
other states to secure information and materials.__
f. serve as a clearing-house for exchange of ideas 
and materials ....................................
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g. arrange meetings* workshops* special conferences* 
etc.* on a state-wide basis to work on courses of 
study or to take up special problems................
12. Local supervisors and directors of trade and Industrial
education programs working with a state-wide curriculum
laboratory:
a. serve as co-ordlnator and chairman for committees
if required......................................  2_
b. assist in supplying references* textB* sources* 
materials, etc......................................... 2_
c. assist in the preparation of instructional 
m a t e r i a l s __________________________________  .__1_
13, Groups of instructors working with a state-wide
curriculum laboratory:
a. make trade a n a l y s e s ................................ ..
b. make general topical outlines .....................
c. make llBts of activities or type J o b s ............“__
d. delegate divisions of course to be further 
developed by individuals............................  2_
e. approve and/or edit work of individuals for 
content ..............................................  3
14. A state-wide curriculum laboratory useB a general 
advisory committee In determining broad policies 
and objectives for the development of trade and 
Industrial instructional materials...................  2_
15. A state-wide curriculum laboratory utilizes the 
services of outside agencies* I.e.* technical 
advisors* contract shops* equipment dealers* indus­
trial concerns* trade associations* manufacturers* 
and publishers in the development of instructional 
materials ............................................  3
16. A state-wide curriculum laboratory utilizes a 
combination of educators* labor* and management on
its state craft advisory committees.................  1_
17. A state-wide curriculum laboratory uses a craft 
or occupational advisory committee In determining 
objectives and in planning details of the instruc­
tional materials for a specific craft or occupation .__2_
18. Craft committees or apprentice committees working 
with a state-wide curriculum laboratory:
a. recommend additions to or deletions of content
and recommend revisions of courses of study . . .__3^
b. serve as consultants to writers and approve 
writer's finished work............................ 2L
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TABLE VTII (continued)
III. INTERNAL ORGANIZATION
19. Leadership for instructional materials development 
programs is provided by a full-time professional 
staff member whose major responsibility is 
instructional materials development................. .\
20. Hie curriculum laboratory director, that is, the 
person most directly responsible for the curriculum 
laboratory:
a. devotes the major part of his professional time
to the work of the laboratory................... _3
b. provides a method for any and all teachers to 
present suggestions and recommendations ........  3
c. provides opportunity for groups in an occupational
area throughout the system to plan together for 
Improvement of Instructional materials.............3
d. provides direction solving instructional 
material problems in the various areas.......... .2.
e. is available for conferences with individual 
teachers, in their schools or shops, concerning 
instructional materials......................... _3
f. assists teachers In finding new and better 
instructional materials........................... 2
g. takes suggestions and ideas from one group to 
another about instructional materials..........
h. works with school directors at all times on 
problems of co-ordination of materials........... 3
I. works harmoniously with all the administrative 
and teaching personnel to foster co-operation 
throughout the system............................ 3
21. The director of a state-wide curriculum laboratory:
a. provides the program with direction.............
b. co-ordinates the activities of groups developing 
instructional materials.......................... 3
c . co-ordinates all course of study work as to
progress, duplication, and format...............  2
d. consults with committees, local supervisors, and
Instructors in the preparation of materials . . . 2
e. assists in supplying texts, references, aids, 
materials, etc.........................    2.
f. takes the lead in contacting state liaison 
persons in other states to secure information
and materials......................................3
g. gives technical assistance in the preparation of 
Instructional materials .......................
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h. takes responsibility for typing, illustrating,
editing, and furnishing proof copies of the 
materials written  .....................  . .__
i. takes responsibility for duplication or printing
and distribution of materials written to those 
needing or requesting them.......................  3_
J. arranges meetings, workshops, special conferences,
etc., on a state basis to work on courses of
s tudy............................................. 3_
k. evaluates instructional materials used in the
instructional programs............................ 3_
1. plans for growth and development...................3
22. A state-wide curriculum laboratory employs a full­
time staff.  ................................  3.
23. The personnel of these laboratory staffs Includes:
a. supervisors or directors...........................3_
b. secretaries ...................................... 2
c. editors...........................................  2_
d. instructional material specialists in the
laboratory................    IL
e. photographers..................................... 2_
f. duplicating machine operators ................... 3
g. stock and shipping clerks........................ ..
24. A state-wide curriculum laboratory has Instructional
materials written:
a. through the workshop or committee approach. . . . 2_
b. by using regular personnel of the vocational
schools as a source of writing personnel......... 2_
c. by using outstanding Journeymen from the trades
as instructional material specialists In the 
laboratory........................................  2_
25. A comprehensive program of personnel administration 
for staff employees:
a. provides assistance to all employees in organizing 
and co-ordinating their work. . ...................3
b. defines responsibilities so that all staff members 
will understand their duties and
interrelationships................................  2.
c. maintains a complete classification of staff 
positions, indicating the duties and 
qualifications for each class of position . . . . 3_
d. provides salary schedules adopted by the 
governing board for each staff position..........  3_
e. places employees on permanent tenure as regular 
full-time employees, after a successful 
probationary period..............................  3_
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TABLE VIII (continued)
f*. encourages employees to achieve maximum self-
development by merited promotion and in-service 
training..........................................
g. provides a sick-leave plan for all employees. . .
h. provides vacations with pay for all employees . .
1. provides a retirement system for all employees. .
j . maintains complete and accurate employment
records for each member of the staff.............
IV. FINANCING
26. A state-wide curriculum laboratory Is provided 
adequate fund3 equitably budgeted to carry out Its 
instructional materials development program . . . .
27. The specific organisation of which the laboratory 
Is a part assumes the responsibility of adequately 
financing the curriculum laboratory by making annual 
budgetary allotments................................
28. A state-wide curriculum laboratory is financed 
through combinations of local, state, and federal 
funds ...............................................
29. The director of a state-wide curriculum laboratory
constructs a detailed budget......................
30. A state-wide curriculum laboratory budget provides
allocations for;
a. personal services ............................
b. contractual services.........................
c . travel expenses ..............................
d. materials and supplies.......................
e. equipment purchases .........................
f. major repairs ................................
31. The final decisions to make expenditures within the 
approved budget rests with the laboratory director. . 3
32. Budgeted allotments are available to the director 
throughout the y e a r ..................................  ^
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TABLE VIII (continued)
V. PHYSICAL PLANT AND EQUIPMENT
33. The physical plant of a state-wide curriculum 
laboratory is:
a. provided permanent housing centrally located
in relation to correlated offices ............... 2
b. arranged so that a minimum staff is needed. . . .  3
c. of sufficient size to provide good working
conditions........................................  3
d. planned for year-round air conditioning ......... 3
e. equipped with floor covering of approved
material..........................................  0
f. adequately lighted................................  3
g. accoustically treated to permit good working
conditions........................................  0
34. The physical plant of a state-wide curriculum 
laboratory contains:
a. a conference r o o m ................................  o
b. an office for staff members...................... 3
c. a workshop for use of staff actually engaged
in constructing learning materials............... 3
d. a preview room for teaching aids.................  0
e. a library facility for books, manufacturing
publications, trade Journals, and instructional 
materials from other states ........................ p
f. a workroom for typing, printing, and other types
of reproduction ..................................... 3
g. a workroom for binding and packaging.............  3
h. storage space providing protection from dust
and climatic change .................................2
i. provisions for possible expansion .................. Q
35* The curriculum laboratory staff participates in
planning any changes in or additions to the 
physical plant and equipment of the laboratory. . . 3
36. A state-wide curriculum laboratory:
a. is equipped for composition of Instructional 
materials......................................... 3_
b. is equipped to provide art work and Illustrations 
for instructional materials ......................... 3
c. is equipped to reproduce instructional
materials......................................... ^
d. reproduces materials by more than one method, i.e., 
own printing facilities and outside or commercial 
printers........................................... ^
e. is equipped to collate or assemble 
Instructional materials ........................... 3
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TABLE VIII (continued)
f. Is equipped to bind Instructional materials . . 3
g. Is equipped to store instructional materials. . 3
h. Is equipped to distribute instructional
materials........................................ _____
VI. INSTRUCTIONAL MATERIALS
37. The personnel of a state-wide curriculum laboratory 
develops student materials which Include:
a. Job Instruction manuals and/or sheets ............ 3
b. operation manuals and/or sheets .................. 2
c. information manuals and/or sheets............. __2_~
d. study assignment manuals and/or sheets.......... 3
e. experiment manuals and/or sheets................ g
f. teBts, part of Instruction sheets and/or
separate.......................................... 3
38. The personnel of a state-wide curriculum laboratory 
develops materials for instructors and supervisors 
which include:
a. bibliographies................................... 2
b. administrative and curriculum bulletins ..........2
c. course outlines ................................... 3
d. manuals and handbooks............................. p~
e. progress charts................................. 3__
f. trade and Job analyses........................... _____
g. teaching a i d s ...................................__2__
h. study guides for teacher trainers ................ n
39. The personnel of a state-wide curriculum laboratory 
in developing a course of study:
a. establishes the aims of the course............. __2_
b. analyzes the occupation or course area for
teaching content.................................._____
c. selects the units from the analysis best suited
to attain the objectives of the course.........._3_
d. arranges the subject matter for teaching into
manipulative skills and related information . . . 3
e. selects typical projects, Jobs, and activities 
which involve the basic operations and provides 
for the teaching of essential topics of
related information ............................... 3
f. develops written instruction sheets to
supplement Instruction........................... 3
g. selects teaching aids, devices, and methods . . . 3
h. selects textbooks and references for use with
the course........................................ 3
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TABLE VIII (continued)
1. determines and develops evaluative devices. . . . 3
J. plans the final format, writes r.nd assembles
the course........................................  3
k. tries out the course in tentative form prior to 
publication and revises the course as it is
being used...............................  .__3
1. keeps the course up to d a t e ......................  3
40. Instructional materials developed in a state-wide
curriculum laboratory intended for use on a state­
wide basis follows a standardized format with all 
instructional material of a given type following 
a single pattern......................................  3
41. Agreement on inter-state standardization of formats
is the goal of a state-wide curriculum laboratory . . 2
42. A state-wide curriculum laboratory:
a. sells instructional materials out of the state. ._3
b. sells instructional materials at a price based 
on the cost of development, composition, 
reproduction, and distribution...................  2
43. To promote the use of its instructional materials,
a state-wide curriculum laboratory:
a. publishes a catalog of its instructional 
materials........................................
b. uses direct mailings of catalogs and other ~
promotional material.............................. 2
c. contributes magazine articles in the 
professional and trade Journals.................  0
d. conducts instructional materials workshops for 
trade and industrial personnel..................... 0
VII. Evaluation
44. The curriculum laboratory director and other 
employees conduct a continuing appraisal of
the quality of services being rendered.................
45. Evaluative appraisals are based on records, inspec­
tions, personal conferences, and co-operative 
evaluation of performance and relationships ......... 2
46. In the evaluation of instructional materials, a state­
wide curriculum laboratory:
a. utilizes members of advisory committees ......... 3
b. utilizes state supervisors and state teacher 
trainers __ 1
c. utilizes the director and instructional staff
of the local programs............................ 3
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TABLE IX
DISTRIBUTION OP RATINGS GIVEN CRITERIA IN EVALUATING THE 
LOUISIANA STATE VOCATIONAL-TECHNICAL CURRICULUM LABORATORY
Criteria Frequency Percentage Cumulative
Rating Distribution Distribution Percentages
3 93 58£ 58#
2 39 83$
1 13 8%  9l£
0 9 6^ 97#
N 5 3# 100#
Study of Table IX reveals that of the one hundred 
fifty-nine criteria or parts of criteria to be rated, one 
hundred thirty-two were rated as conditions or provisions 
existing extensively or to some extent. Five ratings indi­
cated that these criteria or parts of criteria were not 
desirable or did not apply to this situation.
There were thirteen criteria or parts of criteria with 
ratings indicating the condition or provision exists but was 
very limited. This list of criteria or parts of criteria is 
shown in Table X.
There were nine criteria or parts of criteria with 
ratings indicating the condition or provision did not exist 
but was needed. These nine criteria or parts of criteria 
are presented in Table XI.
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TABLE X
CRITERIA .OR PARTS OP CRITERIA WITH RATINGS INDICATING THE 
CONDITION OR PROVISION EXISTS BUT IS VERY LIMITED
l--h. A state-wide curriculum laboratory provides instruc­
tional materials for technician training programs. 
ll--a-g. Representatives from the state department of education 
and teacher-training institutions in working with a 
state-wide curriculum laboratory:
a. co-ordinate the activities of groups working 
common courses.
b. co-ordinate all courses of study work as to 
general form and pattern.
c. consult with committees, local supervisors and 
instructors in the preparation of instructional 
materials.
d. assist in supplying texts, references, aids, 
instructional materials, etc.
e. take the lead in contacting state departments of 
education and teacher-training institutions of 
other states to secure information and materials.
f. serve as a clearing-house for exchange of idea3 
and materials.
g. arrange meetings, workshops, special conferences, 
etc., on a state-wide basis to work on courses of 
study or to take up special problems.
12--c. Local supervisors and directors of trade and industrial 
education programs working with a state-wide curriculum 
laboratory assist in the preparation of Instructional 
materials.
13— a. Groups of instructors working with a state-wide 
curriculum laboratory make trade analyses.
13--c. Groups of Instructors working with a state-wide
curriculum laboratory make lists of activities or 
type jobs.
16. A state-wide curriculum laboratory utilizes a combi­
nation of educators, labor, and management on Its 
state craft advisory committees.
46— b. In the evaluation of instructional materials, a state­
wide curriculum laboratory utilizes state supervisors 
and state teacher trainers.
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TABLE XI
CRITERIA OR PARTS OP CRITERIA WITH RATINGS INDICATING THE 
CONDITION OR PROVISION DOES NOT EXIST BUT IS NEEDED
l--i. A state-wide curriculum laboratory provides instruc­
tional materals for technical institute programs.
8--b. The program of a state-wide curriculum laboratory is 
supervised by the state department of education and 
the teacher-training institutions of the state.
33--Q. The physical plant of a state-wide curriculum labora­
tory is equipped with floor covering of approved 
material.
33--g. The physical plant of a state-wide curriculum labora­
tory is accoustically treated to permit good working 
conditions.
34--d. The physical plant of a state-wide curriculum labora­
tory contains a preview room for teaching aids.
34— i. The physical plant of a state-wide curriculum labora­
tory contains provision, for possible expansion.
38— h. The personnel of a state-wide curriculum laboratory 
develop materials for instructors and supervisors 
which include study guides for teacher trainers.
43--c. To promote the use of its instructional materials, a 
state-wide curriculum laboratory contributes magazine 
articles in the professional and trade Journals.
43--d. To promote the use of its instructional materials, a
state-wide curriculum laboratory conducts instructional 
materials workshops for trade and industrial personnel.
Assuming the validity of the evaluative criteria, these 
twenty-two criteria or parts of criteria listed in Tables 
X and XI represented conditions or provisions which were very 
limited, or did not exist but were needed. These criteria in­
dicate shortcomings in the present operations of the Curriculum 
Laboratory. These criteria indicate desirable changes and 
could be guidelines for future planning by the personnel
of the Curriculum Laboratory.
CHAPTER IV
SUMMARY OP FINDINGS, CONCLUSIONS, AND IMPLICATIONS
The Problem. This study was an evaluation of adminis­
trative practices In a state-wide vocational-technical curric­
ulum laboratory according to criteria formulated by the writer 
and validated by a national Jury of experts.
This study was limited to two tasks: the formulation
and validation of a list of criteria by which an evaluation 
of a state-wide curriculum laboratory could be made; and 
the evaluation of the Louisiana State Vocational-Technical 
Curriculum Laboratory according to these criteria.
Method of the Study. Based on two surveys of existing 
administrative practices In the various state-wide curriculum 
laboratories, an analysis of the organization and operations 
of the Louisiana State Vocational-Technical Curriculum 
Laboratory, and a review of the pertinent literature, a list 
of administrative practices for the operation of a state-wide 
vocational-technical curriculum laboratory was formulated 
by the writer. This list of administrative practices was 
referred to a national Jury of experts for validation. A 
weighted scale was applied to the responses of this national 
Jury to determine a list of preferred practices or evaluative 
criteria. An evaluative scale was devised for use in the
1 3 8
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evaluation of a state-wide vocational-technical curriculum 
laboratory according to these criteria. The administrative 
operations of the Louisiana State Vocational-Technical 
Curriculum Laboratory were evaluated according to this list 
of criteria. The procedure adopted by the writer involved 
listing the criterion, rating the criterion according to the 
evaluative scale devised, and Justifying the rating given 
by presenting the be3t evidence available. The results of 
this evaluation were reported in this study.
Summary and Conclusions. Considerable interest was 
apparent in the study as evidenced by the supporting letter 
from the Office of Education and the responses from the members 
of the national jury. Forty-seven Jurors (eighty-nine per 
cent polled) rated the statements contained in the questionnaire 
form.
The statements contained in the questionnaire form 
were agreeably received by the jurors. Fifty per cent of 
the respondents agreed with ninety-one per cent of the 
statements.
Using a weighted scale, one hundred fifty-nine of the 
statements or parts of statements of the one hundred eighty- 
seven statements or parts of statements submitted were rated 
as preferred practices by a majority of the respondents.
Only two parts of one statement were given a weighted rating 
by a majority of the respondents in the category "Disagree."
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In the evaluation of the Louisiana State Vocational- 
Technical Curriculum Laboratory, the provisions or conditions 
described in one hundred thirty-two (eighty-three per cent) 
of the one hundred fifty-nine criteria or parts of criteria 
were said to exist extensively or to some extent. Five of
■Mi
the criteria or parts of criteria described conditions or 
provisions which did not apply in the State of Louisiana.
Twenty-two of the criteria or parts of criteria de­
scribed conditions or provisions which were very limited, or 
did not exist but were needed. Assuming the validity of 
the evaluative criteria, these twenty-two criteria or parts 
of criteria describe provisions or conditions which indicate 
shortcomings in the present operations of the Louisiana State 
Vocational-Technical Curriculum Laboratory. The conditions 
or provisions of these twenty-two criteria or parts of 
criteria, if valid for this state, could indicate desirable 
changes and could be guidelines for future planning by the 
personnel of the curriculum laboratory.
As indicated by the evaluation ratings, the Louisiana
State Vocational-Technical Curriculum Laboratory evidenced 
shortcomings in these general areas:
1. Inadequate instructional materials provided for the 
technician training and technical Institute programs.
2. Inadequate utilization of and co-ordination with the 
state teacher-trainers in curriculum development and 
evaluation activities.
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3. Inadequate representation from labor and management 
on Btate-wide craft advisory committees.
4. A physical plant containing no preview room for 
teaching aids, no floor covering of approved material, no 
accoustical treatment for better working conditions, and no 
provisions for expansion.
5. Failure to promote the use of its instructional 
materials through magazine articles in the professional and 
trade Journals and by conducting instructional materials 
workshops on a state-wide basis for trade and industrial 
personnel.
There is a continuing need to provide adequate instruc­
tional materials in trade and industrial education. A state­
wide vocational-technical curriculum laboratory is one means 
of providing more adequate materials.
Evaluation of existing practices and results of partic­
ular activities can enhance efficiency and bring improved re­
sults. A valid evaluative instrument is a prerequisite to 
an evaluation. An evaluative instrument validated by a 
national Jury of experts was developed in this study.
An evaluation of administrative practices in the 
operation of a state-wide vocational-technical curriculum
laboratory might reveal shortcomings in present operations, 
indicate desirable changes and provide guidelines for future 
planning. The administrative practices in the operation of 
the Louisiana State Vocational-Technical Curriculum Laboratory
were evaluated In this study. Shortcomings In present 
operations were Indicated, the provisions or conditions of 
desirable changes were described, and guidelines have been 
provided for future planning.
Since there were no accepted administrative criteria 
for operating state-wide curriculum laboratories, such data, 
if available, could be helpful to existing laboratories and 
particularly helpful to those states planning to organize 
and equip similar instructional materials laboratories. The 
criteria validated by this study provided a basis for the 
evaluation of an existing laboratory, the Louisiana State 
Vocational-Technical Curriculum Laboratory. Tomlinson^- has 
the opinion that a laboratory could be set up according to 
the best features of the validated evaluative criteria.
Eddy2 offered a divergent view toward the feasibility of 
such a plan. Perhaps such a list of criteria would appear 
more helpful to those states with no experience in operating 
a state-wide vocational-technical curriculum laboratory 
than to the states with extensive experience.
Implications. The evaluative instrument developed by 
the writer and validated by a national Jury indicated short­
comings In the administrative practices and operations of the 
Louisiana State Vocational-Technical Curriculum Laboratory.
■^Tomlinson, loc. clt.
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Other existing state-wide curriculum laboratories might 
evaluate their administrative practices and operations with 
this instrument and reveal similar shortcomings.
Desirable changes were described and guidelines fur­
nished for improving the noted shortcomings of the Louisiana 
State Vocational-Technical Curriculum Laboratory. Other 
state laboratories might utilize these criteria for similar 
purposes.
Through the evaluation of other state-wide vocational- 
technical curriculum laboratories according to this list of 
criteria, opportunities for the improvement and refinement 
of this list of criteria would exist. The present list 
might be considered a "first step" in the development of a 
valid, reliable set of evaluative criteria which would pre­
sent acceptable definitive guidelines for the administrative 
practices in a state-wide vocational-technical curriculum 
laboratory.
The co-operative response by the members of the 
national Jury implied to the writer that opportunities 
exist for conducting research of similar methodology in 
other areas of curriculum development. The development of 
criteria for evaluating instructional materials formats could 
provide some acceptable basis for inter-state standardization 
of formats. This is an example of the type of research which 
could be considered.
The scope of operations of existing laboratories may
be extended in the future to serve the needs of a broader 
range of training programs. There may be a need to extend 
their services over a larger geographic a r e a . 3 Co-operative 
research projects conducted by the persons responsible for 
curriculum development in the various states could assist in 
better defining goals and objectives, better understanding 
of common problems, and better rapport among the persons 
concerned. The rapport developed or the interrelationships 
established might be the most tangible result of such studies 
and certainly not the least important.
^Letter from Dr. Merle E. Strong, Specialist, Teacher 
Training and Service Studies, Trade and Industrial Education 
Branch, Office of Education, Department of Health, Education, 
and Welfare, Washington, D. C., dated November 23* 1962.
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APPENDIX A 15^
QUESTIONNAIRE F0RMJ30VER LETTER
LOUISIANA ST A T I VOCATIONAL-TECHNICAL 
CURRICULUM LABORATORY 
—  «TH » TOULlNt «T»
NATCMITOCHH
November 19, 1962
T. ■ .  W O F F O a o .  D tM C T O *  T l i l M O N I
P. O. Ml lit
The enclosed questionnaire haB been forwarded to each state 
liaison person for trade and Industrial education materials 
information and to each member of the National professional 
Curriculum Materials Committee. ThiB questionnaire contains 
statements in the form of criteria, drawn from national surveys 
of curriculum laboratories, which could be applied in the 
evaluation of a state-wide vocational-technical curriculum 
laboratory.
While these statements describe practices which exist in one 
or more states, there are conflicting statements within the 
list which should be resolved according to the best opinion in 
the field. Because of your position in the field of trade and 
industrial education materials, your rating of these statements 
is desired.
Ratings of these statements will be tabulated in a way that 
individuals will not be identified. Respondents will be fur­
nished the tabulated results of the survey. The statements 
which are preferred by this group will be used as criteria to 
evaluate the Louisiana State Vocational-Technical Curriculum 
Laboratory.
Due to the time element involved, it Is hoped that you will be 
able to complete the questionnaire and return it by December 25th. 
A stamped, self-addressed envelope is enclosed for your 
convenience.
Sincerely,
T. B. Wofford 
Director
TBW:btr
Enclosure
•TATt or LOUISIANA
L O U IS IA N A  S TA TS V O C A T IO N A L -T C C H N IC A L  
C U R R IC U L U M  LAB O R ATO RY  
■TM •  TOULINB STS.
MATCMITOCMU
. worroito. Omteroa D e c e m b e r  18, 1962 Tblbamonc iiu
P.  O .  S O U  I f f
Gentlemen:
O n  N o v e m b e r  28th, the enclosed questionnaire w a s  forwarded to each 
state liaison p e r s o n  for trade a n d  industrial education materials i n f o r m a ­
tion a n d  to each m e m b e r  of the National Professional C u r r i c u l u m  Materials 
Co m mittee. This questionnaire contains statements in the f o r m  of criteria 
which, w h e n  validated, will b e  applied to the evaluation of the Louisiana 
State Vocational-Technical C u r r i c u l u m  Laboratory.
T o  date only seventeen questionnaires have not b e e n  returned. It is 
h o p e d  that these will be received so this evaluation will reflect the think­
ing of all the states. Ratings of the statements will be  tabulated in a w a y  
that individuals will not be identified. Respondents will be furnished the 
tabulated results of the survey.
In the event the original questionnaire furnished y o u  has b e e n  m i s ­
placed, a  duplicate questionnaire is attached to this letter. A  stamped, 
self-addressed envelope is enclosed for your convenience. Y o u r  
professional help will insure the success of this study.
Sincerely,
T. B. Woffor 
Director
T B W : b r
Enclosures
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LIST OF RESPONDENTS
ALABAMA- - - - - - - - -  J. R. Thomas, Assistant State Super­
visor, Trade and Industrial Education,
Box 2847, University
ALASKA - - - - - - - - -  Robert L. Thomas, Acting Director of
Vocational Education, Box 1841, Juneau
ARKANSAS - - - - - - - -  j, C. Ruppert, State Director, Trade
and Industrial Education, State Depart­
ment of Education, State Education 
Building, Little Rock
CALIFORNIA - - - - - - -  Wallace Theilmann, Supervisor in
Charge of Instructional Materials 
Program, Bureau of Industrial Education, 
721 Capitol Avenue, Sacramento 14
COLORADO - - - - - - - -  Herbert L. Benson, Teacher Trainer,
Trade and Industrial Education,
Colorado State University, Fort Collins
CONNECTICUT - - - - - -  Francis E, Woods, Curriculum Coordinator,
Division of Vocational Education, State 
Department of Education, Box 2219, 
Hartford
DELAWARE
DISTRICT OF COLUMBIA - -
FLORIDA
QEORGIA
HAWAII
J, S, Carpenter, State Supervisor of 
Teacher Training, Trade and Industrial 
Education, State House, Dover
Robert J. Volland, Supervising Director 
and Teacher Trainer, Trade and Industrial 
Education, Wormley Administration Annex 
No. 6, 3331 Prospect St., N. W.,
Washington 7
Clarence L. Lowman, Educational Materials 
Specialist, Division of Vocational and 
Adult Education, State Department of 
Education, Tallahassee
Clarence Collier,.Instructional Materials 
Specialist, Trade and Industrial Education, 
University of Georgia, Athens
Lucian J. Paulus, State Supervisor, Trade 
and Industrial Education, State Depart­
ment of Public Instruction, P. 0. Box 
2360, Honolulu 4
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LIST OF RESPONDENTS
IDAHO - - - - - - - - - -  John A. McDaniel, Area Supervisor,
Trade and Industrial Education, Idaho 
State College, Pocatello
ILLINOIS - - -  - -  - -  - Jacob Stem, Assistant Professor,
Industrial Education Department, 
University of Illinois, 332 Gregory 
Hall, Urbana
IOWA - - - - - - - - - -  Robert M. Tomlinson, Engineering
Extension, 110 Marston Hall, Iowa 
State University, Ames
KANSAS - - - - - - - - -  Carl R. Bartel, Teacher Educator, Trade
and Industrial Education, Kansas State 
Teachers College, Pittsburg
KENTUCKY - - - - - - - -  Robert W. Sloane, State Coordinator,
Trade and Industrial Education, State 
Department of Education, Frankfurt
LOUISIANA - - - - - - - -  T. B. Wofford, Director, Louisiana
State Vocational-Technical Curriculum 
Laboratory, P, 0. Box 657* Natchitoches
MAINE - - - - - - - - - -  John A. Snell, Chief, Bureau of
Vocational Education, State Department 
of Education, Augusta
MARYLAND - - - - - - - -  j. L. Reid, Director, Division of
Vocational Education, Department of 
Education, 301 West Preston Street, 
Baltimore 1
MASSACHUSETTS - - - - - -  James L. Burke, Senior Supervisor
Trade and Industrial Education, State 
Department of Education, 200 Newbury 
Street, Boston 16
MINNESOTA - - - - - - - -  Fred L. Gordon, State Supervisor, Trade
and Industrial Education, Centennial 
Building, 658 Cedar Street, St. Paul 1
MISSOURI - - - - - - - -  James B. Karnes, Instructor of Industrial
Education, Uhiversity of Missouri, 
Columbia
MONTANA - - - - - - - - -  w. Lyle Roeseler, State Supervisor,
Trade and Industrial Education, State 
Capitol Building, Helena
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LIST OF RESPONDENTS
NEBRASKA - - - - - - - -  Edwin H. Parrish, State Director,
Trade and Industrial Education, State 
Department of Education, Lincoln 9
NEVADA - - - - - - - - - P .  I. Wallace, State Supervisor, Trade
and Industrial Education, State Board 
for Vocational Education, Carson City
NEW HAMPSHIRE - - - - - -  Edward C. Oleson, Director, Trade and
Industrial Education, State Department 
of Education, Concord
NEW JERSEY - - - - - - -  Benjamin Shapiro, Curriculum Specialist,
Curriculum Laboratory, Administration 
Building, State Agricultural College,
New Brunswick
NEW YORK - - - - - - - -  prank E. Howard, Associate Supervisor
of Education (Curriculum Development), 
Room 773, State Education Department, 
Albany 1
NEW YORK - - - - - - - - c .  Thomas Olivo, Chief, Bureau of
Vocational Curriculum Development and 
Industrial Teacher Training, 42 North 
Pearl Street, Albany 1
NORTH DAKOTA - - - - - -  James A. Horton, Trade and Technical
Director, State School of Science,
Wahpeton
OHIO’ - - - - - - - - - -  William M. Berndt, Consultant, Instruc­
tional Materials Development, The Ohio 
State University, 1885 Neil Avenue,
Room 112, Columbus 10
OKLAHOMA - - -  - - - - - T .  Pete Chapman, Head, Teacher Training
Department, Trade and Industrial 
Education, Oklahoma State University,
1515 West Sixth Street, Stillwater
OREGON - - - - - - - - - c .  A. Bradley, Assistant State Super­
visor, Trade and Industrial Education, 
Division of Vocational and Post High 
School Education, 103 State Library 
Building, Salem
PENNSYLVANIA - - - - - -  William A. Williams, Associate Professor,
Trade and Industrial Education, 
Pennsylvania State University, University 
Park
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LIST OF RESPONDENTS
PUERTO RICO - - - - - - -  Jose M. Ramirez, General Supervisor,
Trade and Industrial Education Program, 
Department of Education, Box 8l8,
Hato Rey
SOUTH CAROLINA - - - - - L. R. Booker, Teacher Trainer, Trade
and Industrial Education, Clemson 
College, Clemson
TENNESSEE - - - - - - - -  Lynn G. Bevins, Regional Supervisor,
Trade and Industrial Education, 215 
Chestnut Street, Chattanooga
TEXAS - - - - - - - - -  -c. M. Allen, Director, Vocational
Industrial Education, Texas Education 
Agency, Austin
TEXAS - - - - - - - - - -  James R. D. Eddy, Dean, Division of
Extension, The University of Texas, 
Austin
TEXAS - - - - - - - - - - f . j .  Konecny, Teacher Trainer and
Executive Assistant, Engineering 
Extension Service, Texas A & M College, 
College Station
VERMONT - - - - - - - - -  Michael Russo, State Supervisor, Trade
and Industrial Education, State Office 
Building, Montpelier
VIRGINIA - - - - - - - -  warren H. Overstreet, State Supervisor,
Trade and Industrial Education, State 
Board of Education, Richmond lo
VIRGINIA - - - - - - - -  cieve Loman, Assistant State Supervisor,
Trade and Industrial Education, State 
Department of Education, State Office 
Building, Richmond 16
WASHINGTON - - - - - - -  Ralph E. Dever, Supervisor, Trade and
Industrial Education, P. 0. Box 250, 
Olympia
WEST VIRGINIA - - - - - -  Fred W. Eberle, State Supervisor, Trade
and Industrial Education, State Depart­
ment of Education, Charleston
WISCONSIN - - - - - - - -  Donald M. Brill, Supervisor, Vocational
and Adult Education, State Board of 
Vocational and Adult Education, 14 North 
Carroll Street, Madison 3
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LIST OP RESPONDENTS
WYOMING - - - - - - - - - P .  A. Holme8, Itinerant Teacher
Trainer, University of Wyoming, 
Laramie
STATES LISTINQ NO CURRENT STATE LIAISON PERSONS FOR 
TRADE AND INDUSTRIAL EDUCATION CURRICULUM MATERIAL INFORMATION
ARIZONA 
MISSISSIPPI 
NORTH CAROLINA 
UTAH
STATES LISTINQ CURRENT STATE LIAISON PERSONS FOR 
TRADE AND INDUSTRIAL EDUCATION CURRICULUM MATERIAL INFORMATION
WHICH DID NOT RESPOND
INDIANA 
MICHIGAN 
NEW MEXICO 
RHODE ISLAND 
SOUTH DAKOTA 
VIRGIN ISLANDS
A F F E N D 1 X  U J . W O .
DRAFTING SURVEY
• T A T B  O F  L O U IS IA N A  
LO U IS IA N A  STATE V O C A T IO N A L -T E C H N IC A L  
C U R R IC U LU M  LABORATO RY
9 T H  *  T O U L I N t  S T S  
N A T C H I T O C H I S
W O F F O ftO . D lD IC T O K  T I L I F M O N 1  * * * •
F .  O .  S O X  S S 7
Q U E S T I O N N A I R E
N A M E  O F  C O M P A N Y _________________________________________________________
A D D R E  SS________________________________________________________________________
P R E P A R E D  B Y _________________________________________________________________
N O . O F  D R A F T S M E N  E M P L O Y E D  F U L L  T IM E  P A R T  T IM E
P A R T  I -  ENGINEERING A R E A S
INSTRUCTIONS:
We h ave  l i s t e d  s e v e r a l  e n g in e e r in g  a r e a s  b e lo w . A  b lank  sp a c e  
i s  p r o v id e d  by  e a c h . We n e e d  to  know, a p p r o x im a te ly ,  the p e r c e n t ­
a g e  o f t im e  you  or  you r  m e n  spend  d e s ig n in g  or  d e ta i l in g  in  th e se  
a r e a s .  P e r h a p s  on ly  one a r e a  a p p l ie s  to  you r  f ir m .  If s o ,  m a rk  
that a r e a  100%.
1.________ A r c h it e c tu r a l  8 .  M ach in e  D e s ig n  (M ach ine
Shop)
2.________ S tru ctu ra l C o n crete
9 . To p o g r a p h ic a l
3.________ S tru ctu ra l S tee l
P l e a s e  Last A ny O th ers
4. ______ M is c e l la n e o u s  Iron
10. ____________________________
5.  E le c t r i c a l
1 1 . ________________________________
6. P ip in g
12 . _____________________________
7. ______ W elding
13.
2P A R T  II -  T Y P E  OF DRAWING
INSTRUCTIONS:
To know the type of d ra w in g s  upon w h ich  m o s t  d e s ig n e r s  and d r a f t s ­
m e n  sp en d  the g r e a te r  part  o f th e ir  t im e  w i l l  enab le  u s  to  p r o p e r ly  
a l lo c a te  t im e  of tra in in g . P l e a s e  u s e  a p e r c e n ta g e  f ig u re  a s  in  
P a r t  I.
1. M odulated  A r c h ite c tu r a l 9. A s s e m b ly  or  E x p lod ed
U sin g  A n g le
2. O rthograph ic  P r o je c t io n
10. P r o je c t io n s
3. A u x il ia r y
11. R en d ered  P r e s e n ta t io n
4. I s o m e tr ic
P le a s e L is t  Any O ther
5. D im e tr ic
12.
6. T r im e tr ic
13.
7. P e r s p e c t iv e
14.
8. A s s e m b ly  o r  E xp loded
U s in g  3 0 °  - 6 0 °  A ngle 15.
P A R T  III - METHODS
INSTRUCTIONS:
P l e a s e  e n te r  a  p e r c e n ta g e  f i g u r e  by  e a c h  m eth o d  l i s t e d  b e lo w .  
F o r  ex a m p le :  F o r  the m eth od  " L etter in g"  b e lo w ,  p e r h a p s  90% of
w ork  i s  done in f r e e  hand le t te r in g ,  w h ile  the r e m a in in g  10% i s  done  
b y  L eR oy or  o th er  m e c h a n ic a l  m e a n s .
1. M edia  3. T h rea d s
a .  P e n c i l  D ra w in g s  a .  P ic t o r ia l  R e p r e s e n ta t io n
b .  Inked D ra w in g s  b. Sc h e m a t ic  R e p r e s e n ta t io n
2. L e t te r in g  4. S p r in gs
a .   F r e e  Hand a .  ______ P i c t o r i a l  R e p r e s e n ta t io n
b. M e c h a n ic a l  b .  ______ S c h e m a tic  R e p r e s e n ta t io n
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P A R T  III -  M ETHODS (CO NT'D)
5. G e a r s  7. O ther ( P  1 e a  s e l i s t  in  t h e
a . ______ P ic t o r ia l  R e p r e s e n ta t io n  sp a c e  p rov id ed )
b .  S c h e m a t ic  R e p r e s e n ta t io n  a . __
b . __________________________
6. P ip e  c . __________________________
a . P ic t o r ia l  R e p r e s e n ta t io n  d . ___________________________
b.  S c h e m a tic  R e p r e s e n ta t io n  e ,  _______
P A R T  IV - E Q U IPM E N T  A N D  M A T ER IA LS
INSTRUCTIONS:
P l e a s e  e n te r  a p e r c e n ta g e  f ig u r e  in  the s p a c e s  a p p lic a b le .
1. C o n stru ct  L in es
a. ______ D raftin g  M ach in e
b. ______ P a r a l l e l  S tra igh t E dge
c. ______ T -S q u a re
2. C o n s tr u c t  A n g le s
a .   T r ia n g le s  4 5 ° ,  3 0 °  - 6 0 °
b . A d ju sta b le  T r ia n g le
3. C o n stru c t  C ir c le s
a. _____ C o m p a ss
b. _____ T e m p la te s
6. Inking P e n s
a . F ountain  P e n s
b . ______ R uling  P e n s
7. P a p e r  and C loths
a . ______ T r a c in g  C loths
b . __
c .  ______
d. O th ers  ( P l e a s e  l is t )
T r a c in g  P a p e r  
B r i s t o l  B o a rd
4. P e n c i l s
a . ____
b.
M e c h a n ic a l  L ead  H o ld e r s  
D raw in g  P e n c i l s
5. S h a r p e n e r s
a . ___ L ead  P o in t e r s
b.
8 . B o a r d  C o v er in g
a .  _____ P a p e r ,  G rid  type
b . C o m p o s it io n  type
c . O ther ( P l e a s e  l is t )
E le c t r i c  P e n c i l  S h a r p e n e r s
9 , P l e a s e  l i s t  an y  o th er  e q u i p m e n t  o r  m a te r ia l  w ith  w h ich  a n e w  
d r a ftsm a n  s h o u l d  h a v e  a w o rk in g  k n o w l e d g e .  F o r  e x a m p le :  
e l l ip t i c a l  te m p la te
4P A R T  V -  R E PR O D U C TIO N  M ETH O DS  
INSTRUCTIONS:
P l e a s e  e n te r  a  p e r c e n ta g e  f ig u r e  in the b lan k  s p a c e  or  s p a c e s  
p ro v id ed .
1. A uto P o s i t i v e  P l e a s e  L is t  A ny O ther
2.  B lue L ine P r in t  7.______ _
3. ______ B lu e  P r in t  8 . _______________________
4. Dia z o  Cloth 9. _ _ _ _ _
5. ______ D ia zo  P a p e r  10.
6. Vandyke N e g a t iv e
P A R T  VI -  YOUR OPINIONS
INSTRUCTIONS:
S e v e r a l  in d u s tr ia l  m a n a g e r s  p r e v i e w e d  th is  q u e s t io n n a ir e  in  i t s  
o r ig in a l  fo r m . One o f th e m , a c h ie f  e n g in e e r  o f a  l a r g e  v a l v e  
m a n u fa ctu r in g  p lan t,  e x p r e s s e d  g r e a t  c o n c e r n  o v e r  the  fa c t  that  
n e w  e n g in e e r s  a n d  d r a f t s m e n  la c k e d  a c o n c e p t  o f the  a n a ly s i s  o f  
to le r a n c e  a c c u m u la t io n s  on m a c h in e  d r a w in g s .  In t h e  s p a c e  p r o ­
v id ed  b e lo w  p le a s e  le t  u s  know w hat a r e a s  you  w o u ld  l ik e  e m p h a s iz e d  
in  the c o u r s e .
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S T A T E  O F LOUISIANA
SPECIMEN CONTRACTS AND TIME SHEETS 
PA R ISH  O F  N ATCHITO CH ES
B E  IT KNOWN that the fo llo w in g  a g r e e m e n t  and co n tr a c t  w a s  en tere d  into  by 
and b e tw e e n  th e  L o u is ia n a  State V o c a t io n a l - T e c h n ic a l  C u r r ic u lu m  L a b o ra to ry ,  h e r e in ,  
r e p r e s e n t e d  by T, B . W offord , D ir e c t o r ,  o f  N a tc h ito c h e s ,  L o u is ia n a ,
AND
. o f  ,
L o u is ia n a ,  h e r e in a f t e r  r e f e r r e d  to  a s  the W r ite r ,  a s  f o l l o w s ,  to -w it :
T h e W r ite r  h a s  a g r e e d  to  r e v i s e  the ^ 8ect i cm °*
. T h is  w i l l  in v o lv e  the r e w r i t in g  o f ____________
Job S h e e t s ,  and it  i s  a g r e e d  that th is  w o rk  w i l l  in v o lv e  a p p r o x i m a t e l y _________________
h o u r s  o f  th e  W r i t e r ' s  t im e  and w i l l  b e  c o m p le te d  b y  _________________________________ .
A n  o u t lin e  o f  th i s  m a t e r i a l  i s  a tta c h e d .
T h e  C u r r ic u lu m  L a b o r a to r y  a g r e e s  to  pay the W rite r  for  th is  w ork  w h e n e v e r  
th e  r e v i s io n  i s  c o m p le te d  and f in a l ly  a c c e p te d  by the C raft  C o m m it te e  for  in c lu s io n
in  t h e _____________________________________________ . T h e  W r ite r  w i l l  be paid on the b a s i s
of $ 4 . 0 0  p e r  hour fo r  th e  t im e  a c tu a l ly  ex p en d ed , not to  e x c e e d  _________ h o u r s .  No
p a y m e n t  w i l l  be  m a d e  u ntil  the C raft C o m m it te e  h a s  f in a l ly  a c c e p te d  th is  w o rk  a s  
c o m p le te d .
W hen th e  W rite r  su b m it s  h i s  w o r k ,  h e  a g r e e s  to fu r n ish  the L a b o ra to ry  a t im e  
s h e e t ,  w h ich  w i l l  show  the d ate  and h o u r s  w o r k e d ,  w h ich  t im e  s h e e t  m u s t  l ik e w is e  
s p e c i f y  that the w o rk  d on e fo r  th e  L a b o r a to r y  p u rsu an t to th is  c o n tr a c t  w a s  in e x c e s s  
of the  W r i t e r ' s  r e g u la r  fo r ty -h o u r  w ork  w eek  and w a s  not done on s c h o o l  t im e .  A 
ty p ic a l  or s a m p le  t im e  s h e e t  i s  a tta ch ed  h e r e to  for  r e f e r e n c e  on ly .
<-* «
DONE A N D  SIGNED by L o u is ia n a  State V o c a t io n a l - T e c h n ic a l  C u r r icu lu m  Labo­
ra to r y  th rou gh  T. B. W offord , D ir e c t o r ,  at N a tc h ito c h e s ,  L o u is ia n a  on th is  the _ _ _  
day o f  _ _ _____________________________________ , 19______ .
LOUISIANA S T A T E  V O C A TIO N A L-
T E C H N IC A L  CURRICULUM  LABORATORY
By________________________________________
D ire c to r
W it n e s s e s :
D O N E A ND  SIGNED b y ___________________________________ th e  W r ite r ,  at
L o u is ia n a ,  on th is  the  day o f _______________  . 19_
Witnesses: W r i te r
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TIME SHEET
I certify that I have worked the following time in
revising the  _____________________  section of
t h e _________ ~ Course.
Date i Time: Time; Hours
to
to
to
to
totm
to
to
to
to
to
I certify that this time was in addition to my regular 
school duties and in excess of my forty hour work week.
On the basis of &4.00 per hour, I request that I be paid 
the amount of 4________________ .
Signed
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TIME SHEET
I certify that I have worked the following Lime in
writing the_____________________  section of the
Course.
Date: Time; Time: Hours
________________________________ to_________________________
 to ____________  ________
 to ____________ ________
________________________________ to_____________ ________
________________________________ to_____________ ________
____________    to_____________ ________
________________________________ to_____________ ________
________________________________ to __________  _______
________________________________ to_____________ _______
to
Total Time
On the basis of ^______  per hour, I request that I be pata
the amount of J______________ .
Signed
R EN TA L SPACE INSPECTION  
AND EVALUATION RECORD  
D iv is io n  of A d m in istra tion  
Stato of L ou isian a
APPENDIX F
J u ts  2 % 195 '
Subject P rop erty :
A d d ress  hi Toullne S tr e e t  
C ity K atcM techeij L6utaiaftd
O wner JUehard 6» U U l l M i  Din ritnry, 
and AHJlbi* C. “ “ “
L NATURE OP REAL ESTATE
a . E x istin g  bu ild ing  * P ro p o sa l to  rem o d e l  P ro p o sa l to  bu ild
b . E n tire  bu ild ing *_____________  P a rt o f bu ild ing___________________
c .  Space e lev a tio n  (what flo o r) 2 E le v a to ^
-  ■ ■■ S ta ir s  r
d . Square fe e t  o f flo o r  apace: o u ts id e in sid e  3»9l ?:
e .  Building co n stru c tio n  and sp e c if ic a t io n s:
1. Fram e* t&AtODSy* * tc .
2 . Foundation -  Concrete
3 . R oof -N »ta l
4 . F lo o r s  -  Concrete
5 . W alls •  Hetal
6 . C e ilin g *  Sheet Rock
7 . W indows *
8 . T o ile ts  * 2
9. D rinking fountain -  Non#
10. A ir -co n d itio n in g  * None
11. H eating * Oea-Blouer Type
12. B linds “ Ym
13. L ighting * Y##
14. B a se  r e c e p ta c le s  * Ym
f .  P ark in g  sp a ce  provided: Y<*__________________________________________
g . A pproxim ate c h a r a c te r  o f ren t d io tr ic t  Ssnl-Cotnmercicl
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*2 •
a  SERVICES AND UTILITIES
A ir  •con d ition in g  
H oot
E le c tr ic  ity  
W etor
Jan itor  In! S e r v ic e  
R ep o ire  ond M aint.
m .  PROPOSAL TERM S
a . T e rm
b. Option
c .  W ritten
d . P r ic e :
M onthly R ental 
Annual R en ta l
C oet o f U t i l i t ie s ,  e tc .  
G ro se  c o e t  o f  occu pancy  
C oet per Square F oot  
IV. COMMENTS:
O wner Tenant
X -  .
Coet to Tenant
E ffec tiv e  d atee:
l<$f
to July II
k o i; .
S. F. 15R 
1/58
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S T A T E  O** f O'.MMANA  
DEPAR TM EN T OF
STANDARD RATING REPO RT
TO: P e r io d  ending 3 /31
E m p loyee
T itle
You have p e r fo r m ed  the d u ties of your p o s itio n  in a m anner w hich m et or e x ceed ed  the  
sta n d a rd s e s ta b lish e d  by th is  D ep artm en t for  your p o s itio n .
W hile  the p er fo rm a n ce  of your d u ties is  c o n s id e r e d  standard or b e tter , th ere  are  noted  
b e lo w  any sp e c if ic  com m en ts w hich  I b e lie v e  w ill be of in te r e s t  to  you.
(C om m en ts on Q uality , Q uantity, A b ility  to get along w ith o th ers , D ependability  in c lu d ­
ing a tten d an ce , e t c . )
R em a rk s:
R ating O ffic ia l
Date
(T h is fo rm  is  not to  be used  if  the em p lo y ee  is  Su b-stand ard  in any of th ree  fa c to r s - 
Q u ality , Q uantity, or A d aptab ility . A sp e c if ic  le t te r  to  the em p lo y ee  g iv in g  d e ta ils  
on the Su b -stan d ard  p er fo rm a n ce  is  r eq u ired . A le t te r  to the D ir ec to r  of C iv il 
S e r v ic e  fu lly  ju stify in g  a p rop osed  "O utstanding" rating  is a lso  r e q u ir e d .)
AUTOBIOGRAPHY
Thomas Bushrod Wofford was born in Athens, Texas, 
February 9* 1923. He received his high school diploma 
from Kemper Military School in 19^0. He was awarded a 
B. A. degree from The Citadel in 19^3 and a M. S. degree 
from Northwestern State College in 1957. He began graduate 
work at Louisiana State University in 1959-
He was employed by the Natchitoches Trade School 
in 1953- He was co-ordinator of the Natchitoches Trade 
School from 1955-1957. He was made Director of the 
Louisiana State Vocational-Technical Curriculum Laboratory 
in 1957, a position he now holds.
He married Emily Fredericks in 1950- The Woffords 
are the parents of Cynthia, age 11; Emily, age 10; and 
Marcie, age 7*
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STATE OF LOUISIANA
SPECIMEN CONTRACTS AND TIME SHEETS 
P A R I S H  O F  N A T C H I T O C H E S
B E  IT K N O W N  that the following agreement and contract was entered into by 
and between the Louisiana State Vocational-Technical Curriculum Laboratory, herein, 
represented by T, B. Wofford, Director, of Natchitoches, Louisiana,
A N D
of
Louisiana, hereinafter referred to as the Writer, as follows, to-wit:
The Writer has agreed to revise the section of the
________________________________________ . This will involve the rewriting o f ___________
Job Sheets, and it i s  agreed that this work w ill involve approximately 
hours of the W riter's tim e and w ill be completed by _ _ _ _ _ _ _ _ _ _
An outline of this m aterial is  attached.
The Curriculum Laboratory agrees to pay the Writer for this work whenever 
the revision is completed and finally accepted by the Craft Committee for inclusion 
in the _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  The Writer will be paid on the basis
of $4. 00 per hour for the time actually expended, not to exceed hours. N o
payment will be m a d e  until the Craft Committee has finally accepted this work as 
completed.
W h e n  the Writer submits his work, he agrees to furnish the Laboratory a time 
sheet, which will show the date and hours worked, which time sheet must likewise 
specify that the wo r k  done for the Laboratory pursuant to this contract w a s  in excess 
of the Writer's regular forty-hour work week and w a s  not done on school time. A  
typical or sample time sheet is attached hereto for reference only.
D O N E  A N D  S I G N E D  by Louisiana State Vocational-Technical Curriculum Labo­
ratory through T. B. Wofford, Director, at Natchitoches, Louisiana on this the _ _ _ _  
day of . 19
L O U I S I A N A  S T A T E  V O C A T I O N A L -  
T E C H N I C A L  C U R R I C U L U M  L A B O R A T O R Y
»y.
Director
Witnesses:
D O N E  A N D  S I G N E D  b y  _________________________, the Writer, at
Louisiana, on this the day o f _________________ , 19
Witnesses: TfffTTer
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TIME SHEET
I certify that I have worked the following time In 
revising the section of
the course.
Dates Timet Timet Hours
— _ _  ______________ t o ________________  ___________
_______________   to ________________ ___________
________________  _ _ _ _ _ _  t° ___________
_______________  to _______________ ___________
_______________ to ______________ _ _ _ _ _ _
_____________ _____________ to _________________ ___________
______________ _______________ to ______________________________
________________  _____________ to_________________  __________
_ _ _ _ _ _ _ _  to ________________  __________
I certify that this time was In addition to my regular 
school duties and in excess of my forty hour work week.
On the basis of 14.00 per hour, I request that I be paid 
the amount of 4________ ________.
Signed.
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TIME SHEET
I certify that I have worked the following lime In 
writing the Bectlon of the
Course.
D&tet Time: Time: Hours
_____________   to_____________  ________
 to ____________  ________
________________________________ to_____________  ________
________________________________ to_____________  ________
______  to _ _ _ _ _ _ _ _ _  ________
________________________________ to_____________  ________
________________________________ to_____________ ________
________________________________ to_____________ ________
________________________________ to_____________ ________
to ___ _______
Total Time
On the basis of ^______  per hour, I request that I be paiu
the amount of I
Signed
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R E N T A L  SPACE INSPECTION 
A N D  E V ALUATION R E C O R D  
OMiioa of Administration 
Stato of Louisiana
Date: 2^ 195/
Subject Property:
Addrsss Ul Toallm Strsst
S L r  M i h r f  I .  w h l l — ,  B »  8 .  H«r«y.-~KraBBrermm-----
L  N A T U R E  O P  R E A L  ESTATE
a. Easting building * Proposal to rom odsl Proposal to build
Xb« Eatira building Part of building
c. Spacs elevation (what floor) I
d. Square foot of floor spacs: outs ids
Elsvato: 
Stairs
ins ids 3,9Lh
»• Building construction and spscifications:
1, Frame, RMMBCir* stc.
2. Foundation • Concrete
2. Roof *B»U1
4. Floors - Owisrsts
5 . W alls -  **tal
6. C oiling* 9 im t  fesK
7. Windows -
S. Toilsts * 2
9. Drinking fountain * *on*
10. Air -conditioning * ***
11. Hsating - Qaa-Slower T>ps
12. Blinds •  !ba
13. Lighting -  Ys«
14. Bass rscsptaclss • b s
f. Parking spacs providsd:
lbs
g. Approximate character of rsnl district SsaUCosnsrclal
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APPENDIX P (continued) 
-I-
U. SERVICES A N D  UTILITIES
Air-conditioning 
Meet
Electricity
W a r n
JaaitorUl Service 
Repeirc and Maint*
m. P R O P O S A L  T E R M S
a. Term^
b. Option
c. Written 
d* Pricet
Monthly Rental
Annual Rental
Coet of Utilities, etc* 
Oroee coet of occupancy 
Coet per Square Foot 
IV. C O M M E N T S s
Owner Tenant Coet to Tenant
Effective datee: to July .V I, 195!
4 M h
JU flPeflQ
N 0 t.' w
168
APPENDIX 0
ST A T E  O F LOUISIANA 
D E P A R T M E N T  OF
S T A N D A R D  RATING R E P O R T
Ptrlod ending 3/31
Employee
T it le
You have performed the duties of your position in e manner which met or exceeded the 
standards established by this Department for your position.
While the performance of your duties is considered standard or better, there are noted 
below any specific comments which 1 believe will be of interest to you.
(Comments on Quality, Quantity, Ability to get along with others, Dependability include 
ing attendance, etc.)
Remarks:
Rating Qf/icial
(This form is not to be used if the employee is Substandard in any of three factors- 
Quality, Quantity, or Adaptability. A  specific letter to the employee giving details 
on the Substandard performance is required. A letter to the Director of Civil 
Service fully justifying a proposed "Outstandiqp" rating is also required.)
S. F . 1SR 
1/M
TO:
AUTOBIOGRAPHY
Thomas Bushrod Wofford was born In Athens, Texas, 
February 9* 1923* He received his high school diploma 
from Kemper Military School In 19**0. He was awarded a 
B. A. degree from The Citadel In 19^3 and a M. S. degree 
from Northwestern State College In 1957. He began graduate 
work at Louisiana State Uhiversity In 1959.
He was employed by the Natchitoches Trade School 
in 1953. He was co-ordinator of the Natchitoches Trade 
School from 1955-1957- He was made Director of the 
Louisiana State Vocational-Technical Curriculum Laboratory 
in 1957, a position he now holds.
He married Emily Fredericks In 1950. The Woffords 
are the parents of Cynthia, age 11; Emily, age 10; and 
Marcie, age 7-
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